
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request a meeting to discuss the terms of the 

contract we have entered into on [Contract Date]. I believe reviewing the terms together will help 

ensure mutual understanding and address any potential concerns. 

Please let me know your available times over the next week, and I will do my best to 

accommodate your schedule. I look forward to your response. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 


