
Collaboration Terms Review 

Date: [Insert Date] 

From: [Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[Your Email]  

[Your Phone Number] 

To: [Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Address]  

[Recipient's Email]  

[Recipient's Phone Number] 

Dear [Recipient's Name], 

I hope this message finds you well. I am reaching out to initiate a review of our collaboration 

terms as we look to enhance our partnership and ensure that both parties are aligned in our goals. 

It is pivotal that we assess the framework of our existing agreement, particularly in areas such as 

[specific areas of focus]. I believe that a thorough review will allow us to address any potential 

concerns and set the groundwork for a successful continuation of our partnership. 

Could we schedule a meeting at your earliest convenience to discuss our collaboration terms? 

Please let me know your available dates and times, and I will do my best to accommodate. 

Thank you for your attention to this matter. I look forward to our continued collaboration and am 

eager to hear your thoughts. 

Warm regards, 

[Your Name]  

[Your Position]  

[Your Company] 


