
Status Briefing on Contract Discussions 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Status Update on Contract Discussions 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide you with a status update on our 

ongoing contract discussions with [Partner/Company Name]. 

Current Status 

• Initial discussions have taken place and key points of agreement have been established. 

• Outstanding issues include [list any unresolved issues]. 

• We have proposed a follow-up meeting on [insert date]. 

Next Steps 

• Review outstanding issues with the internal team by [insert date]. 

• Prepare a revised contract draft by [insert date]. 

• Facilitate the follow-up meeting and address any concerns. 

Please let me know if you require any further details or have additional points you would like to 

discuss. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


