
[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request a discussion regarding the 

renegotiation of our existing contract dated [original contract date]. 

Given the recent developments in our industry and the evolving needs of our collaboration, I 

believe it would be beneficial for both parties to revisit the terms of our agreement. I am 

confident that with open communication, we can identify adjustments that will strengthen our 

partnership and help us achieve our mutual goals. 

Please let me know your availability for a meeting to discuss this matter further. I look forward 

to your response. 

Thank you for your attention to this request. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Company] 


