Event Contract Terms Review

Date: [Insert Date]

To: [Recipient Name]
[Recipient Address]
[City, State, Zip Code]

Dear [Recipient Name],

We are writing to request a review of the contract terms for the upcoming event scheduled on
[Event Date] at [Event Location]. We want to ensure that all parties are in agreement regarding
the terms outlined in the contract.

Key Terms for Review:

Event Date and Time: [Insert Event Date and Time]
Location: [Insert Event Location]

Payment Terms: [Insert Payment Details]
Cancellations and Refunds: [Insert Cancellation Policy]
Liability and Insurance: [Insert Liability Terms]

Please review the attached contract and provide your feedback or any necessary amendments by
[Response Deadline]. If you have any questions or require further clarification, do not hesitate to
contact us at [Your Phone Number] or [Your Email Address].

Thank you for your attention to this matter. We look forward to your prompt response.
Sincerely,

[Your Name]

[Your Position]

[Your Company Name]
[Your Company Address]
[City, State, Zip Code]
[Your Phone Number]
[Your Email Address]



