
Appointment Request for Contract 

Discussion 

Dear [Client's Name], 

I hope this message finds you well. I am writing to request an appointment to discuss our 

upcoming contract. We believe it is crucial to review the details to ensure mutual understanding 

and alignment. 

Could you please let us know your availability for a meeting? We are flexible and can work 

around your schedule. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


