Invented for this exercise. Nothing here is real.
The draft
Dear colleague, we hereby inform you that the review of the supplier agreement has been completed. Kindly note that three clauses require your attention before signature. Please confirm receipt of this message by 30 April. We remain at your disposal for any further clarification.
How I sound (five lines of my own)
Hi Sam, the review is done.
Three clauses need a look before you sign, and I have marked them.
Tell me by 30 April if you want to talk them through.
And tell me if anything in the marked text is unclear.
Best, the contract team
