
[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are pleased to invite you to a formal discussion regarding the negotiation of the [specific 

contract name or number]. Your insights and opinions are invaluable as we seek to establish a 

mutually beneficial agreement. 

Details of the meeting are as follows: 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

Agenda: Discussion on terms and conditions of the contract. 

Please confirm your attendance by [RSVP Date]. We look forward to your valuable contributions 

and a productive negotiation session. 

Thank you for your attention. 



Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


