
Request for Meeting to Review Contract Terms 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 

[Date]  

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company Name]  

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request a meeting to discuss the terms of our 

current contract, as I believe it is essential to review them for clarity and any potential 

adjustments.  

Please let me know your available times over the next week, and I will do my best to 

accommodate. I appreciate your attention to this matter and look forward to your response.  

Thank you for considering my request.  

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 


