
Contract Renewal Negotiation Letter 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Address]  

[City, State, Zip Code] 

[Recipient Name]  

[Recipient Position]  

[Recipient Company Name]  

[Recipient Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. As we approach the expiration of our current contract dated 

[Insert Contract Start Date], I would like to initiate a discussion regarding the upcoming renewal. 

Over the past [duration], our collaboration has proven to be mutually beneficial, and I believe 

there is an opportunity for us to enhance our partnership further. I would like to propose a 

meeting to discuss potential terms and any adjustments that may be necessary to meet our 

evolving needs. 

Could you please let me know your availability in the coming weeks? I am looking forward to 

your thoughts and working together to ensure a smooth renewal process. 

Thank you for your attention to this matter. I look forward to hearing from you soon. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Contact Information] 


