
Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Partner's Name] 

[Partner's Position] 

[Partner's Company Name] 

[Partner's Company Address] 

[City, State, Zip Code] 

Dear [Partner's Name], 

I hope this message finds you well. As part of our ongoing efforts to ensure a fruitful business 

relationship, I would like to propose a partnership review meeting. The objective of this meeting 

is to assess our collaboration, discuss achievements, and identify areas for improvement. 

Some topics we could cover include: 

• Review of our joint projects 

• Evaluation of performance metrics 

• Opportunities for new initiatives 

• Feedback and suggestions for better synergy 

Please let me know your availability for a meeting within the next two weeks. I look forward to 

your thoughts and am excited about the future of our partnership. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


