Contract Delivery Deadline Notification

Date: [Insert Date]

To: [Recipient Name]
[Recipient Address]
Dear [Recipient Name],

We are writing to remind you of the upcoming deadlines related to the delivery of the signed
contract for [Project/Agreement Name]. Please find the important dates outlined below:

e Contract Signing Deadline: [Insert Date]
o Delivery of Signed Contract: [Insert Date]
e Initial Payment Due: [Insert Date]

It is crucial that we adhere to these deadlines to ensure a smooth transition into the project phase.
If you have any questions or require further clarification, please feel free to reach out.

Thank you for your attention to this matter.
Sincerely,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



