
Letter of Introductory for Contract 

Negotiation 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am reaching out to initiate discussions regarding our 

upcoming contract negotiation. Our collaboration reflects significant potential, and I believe that 

a mutually beneficial agreement can be established. 

In preparation for our discussions, I would like to highlight a few key areas where I feel we can 

align our objectives while fostering a lasting partnership: 

• Mutual goals and shared interests 

• Value addition to both parties 

• Flexibility to adapt to new opportunities 

I am looking forward to the opportunity to explore these points further and identify ways to 

ensure our respective organizations thrive together. 

Could we schedule a meeting at your earliest convenience to discuss this in more detail? Please 

let me know your available times. 

Thank you for considering this opportunity for collaboration. I am looking forward to your 

positive response. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Company] 


