
Negotiation Points Outline 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Key Points for Upcoming Negotiation 

Introduction 

This letter outlines the key negotiation points we aim to discuss in our upcoming meeting on 

[Insert Date]. 

Key Negotiation Points 

• Point 1: [Description of Point 1] 

• Point 2: [Description of Point 2] 

• Point 3: [Description of Point 3] 

• Point 4: [Description of Point 4] 

• Point 5: [Description of Point 5] 

Conclusion 

We look forward to discussing these points further in our meeting. Thank you for your attention 

to these matters. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


