
Negotiation Outcomes Summary 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Summary of Negotiation Outcomes 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to summarize the outcomes of our recent 

negotiation held on [Insert Date]. Below are the key points discussed and the agreements 

reached: 

1. Key Discussion Points 

• [Discussion Point 1] 

• [Discussion Point 2] 

• [Discussion Point 3] 

2. Agreed Terms 

• [Agreed Term 1] 

• [Agreed Term 2] 

• [Agreed Term 3] 

3. Next Steps 

• [Next Step 1] 

• [Next Step 2] 

• [Next Step 3] 

Thank you for your collaboration and I look forward to our continued partnership. Should you 

have any questions or require further clarification on any points, please feel free to reach out. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 



[Your Contact Information] 


