
Contract Negotiation Follow-Up 

Date: [Insert Date] 

[Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

[City, State, Zip] 

Dear [Recipient Name], 

I hope this message finds you well. I wanted to follow up regarding our recent discussions about 

the contract terms between our organizations. I appreciate the time and effort that your team has 

dedicated to this negotiation. 

As we discussed, there are a few key points that we would like to revisit to ensure that both 

parties are aligned moving forward. Specifically, I would like to address [mention specific 

concerns or points of negotiation]. 

Please let me know a convenient time for us to discuss these points further. I believe that with 

open communication, we can reach a mutually beneficial agreement. 

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

Best regards, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Phone Number] 

[Your Email] 


