
Dear [Recipient's Name], 

I hope this message finds you well. I am writing to follow up on our recent discussions regarding 

the renewal of our contract. We had last spoken on [Date of Last Discussion], and I wanted to 

check in on the progress and any updates you might have. 

As our current agreement is set to expire on [Expiration Date], I would appreciate the 

opportunity to finalize the details soon. Please let me know a convenient time for us to discuss 

this further. 

Thank you for your attention to this matter. I look forward to your response. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


