
Letter Template for Contractor Client 

Service Alignment Discussion 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Client's Name] 

[Client's Position] 

[Client's Company] 

[Client's Address] 

[City, State, Zip Code] 

Subject: Contractor Client Service Alignment Discussion 

Dear [Client's Name], 

I hope this message finds you well. I am writing to propose a discussion regarding our ongoing 

contractor-client service alignment. It is essential that we ensure our strategies and resources 

align perfectly to achieve our shared goals. 

To facilitate this, I would like to schedule a meeting at your convenience. I believe that taking 

the time to align our objectives and expectations will not only enhance our working relationship 

but also improve overall project outcomes. 

Please let me know your availability for the upcoming weeks, and I will do my best to 

accommodate. 



Thank you for your attention to this matter. I look forward to your response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


