
Letter for Business Contract Renewal Terms 

Discussion 

Date: [Insert Date] 

[Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

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

dated [insert current contract date], I would like to discuss the renewal terms and any potential 

adjustments that may be beneficial for both parties. 

We value our collaboration and believe that it is crucial to align on key aspects such as pricing, 

deliverables, and timelines as we move forward. 

Could we schedule a meeting to review the current terms and discuss any necessary changes? I 

am available on [insert dates/times], but I am willing to accommodate your schedule as needed. 

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

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


