
Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally submit the contract for review as per 

our recent discussions. Please find enclosed the relevant documents for your consideration. 

Details of the contract are as follows: 

• Contract Title: [Insert Contract Title] 

• Parties Involved: [Insert Parties] 

• Effective Date: [Insert Date] 

• Termination Date: [Insert Date] 

We appreciate your timely attention to this matter and look forward to your feedback. Should 

you have any questions or require further information, please do not hesitate to reach out. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Phone Number] 

[Your Email Address] 


