
Contract Review Notification 

Date: [Insert Date] 

To: [Insert Stakeholder Names] 

From: [Your Name] 

Subject: Notification of Contract Review 

Dear Team, 

This is to inform you that we will be conducting a review of the following contract: 

• Contract Title: [Insert Contract Title] 

• Contract Number: [Insert Contract Number] 

• Effective Date: [Insert Effective Date] 

The purpose of this review is to ensure compliance with our internal policies and to identify any 

potential risks or changes needed. Please prepare any relevant documentation and feedback. 

We will hold a meeting to discuss this on [Insert Meeting Date and Time]. Your input is crucial 

for a comprehensive review. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


