
Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally invite you to a meeting to discuss 

some discrepancies we have identified in our current contract. We believe it is essential to 

address these issues promptly to ensure a smooth working relationship moving forward. 

Please let us know your availability for a meeting within the next week. We are flexible with 

timing and can adjust to accommodate your schedule. 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


