
Notification of Upcoming Contract Negotiation Session 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to inform you that a contract negotiation 

session has been scheduled to discuss the terms of our upcoming agreement. 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

Participants: [List Participants] 

During this session, we aim to address key points including [mention specific topics or areas to 

discuss]. We encourage all parties to come prepared with relevant documents and proposals to 

facilitate a productive discussion. 

Please confirm your availability for the session at your earliest convenience. If you have any 

questions or require further information, do not hesitate to contact us. 

Looking forward to our discussions. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


