
Procurement Contract Review 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Review of Procurement Contract 

Dear [Recipient's Name], 

I hope this message finds you well. This letter is to formally request your review of the 

procurement contract for [Project Name/Description]. The details of the contract are outlined as 

follows: 

• Contractor Name: [Contractor Name] 

• Contract Amount: [Contract Amount] 

• Delivery Date: [Delivery Date] 

• Scope of Work: [Brief description of the work] 

• Terms and Conditions: [Mention any important terms] 

Please review the attached contract document and provide your feedback by [Deadline for 

Response]. Your expertise is invaluable in ensuring that the contract meets all requirements and 

protects our interests. 

Thank you for your assistance. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company] 

[Your Contact Information] 


