
Subject: Revision of Business Terms 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inform you that we are in the process of 

revising our business terms and conditions. This revision aims to ensure that our agreements 

remain fair and up-to-date with current practices. 

The key areas we will be focusing on include: 

• Payment terms 

• Delivery schedules 

• Liability clauses 

• Confidentiality agreements 

We believe that these updates will benefit both parties and enhance our collaboration. We would 

appreciate your input during this process and invite you to share any concerns or suggestions you 

may have. 

Please feel free to reach out to me directly at [Your Email] or [Your Phone Number]. We look 

forward to your feedback by [Deadline Date]. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


