
Reminder: Contract Negotiation Meeting 

Dear [Recipient's Name], 

This is a friendly reminder about our upcoming contract negotiation meeting scheduled for: 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location or specify if it's a virtual meeting] 

Please come prepared with any necessary documents and points you would like to discuss. If you 

have any questions or require further information, feel free to reach out. 

Looking forward to our discussion. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


