
Summary Update on Contract Negotiations 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Update on Contract Negotiations 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide an update on our ongoing contract 

negotiations as of [Insert Date]. 

Current Status: 

As it stands, we have addressed several key areas of the contract, including: 

• Pricing Structure 

• Delivery Schedule 

• Payment Terms 

• Scope of Work 

Points of Agreement: 

The following terms have been mutually agreed upon: 

• [List any agreed terms] 

Outstanding Issues: 

We are still in discussions regarding the following points: 

• [List outstanding issues] 

Next Steps: 

We aim to resolve the outstanding issues by [Insert Date]. A follow-up meeting is scheduled for 

[Insert Date and Time]. 

Please feel free to reach out if you have any questions or require further clarification. 



Thank you for your attention to this matter. 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


