Invented for this exercise. Nothing here is real. The agreement is not in this file.
The request
From: a colleague, Department 1
To: the contract team
Subject: An agreement to look at
Sent: Monday
Hi,
Can you look at the agreement from our new supplier and tell us if it is ok?
It is for staff events: the room, the catering, and the evening programme. About ten pages, plus a short annex I have not opened. I think the main text is in English. The annex may not be.
They want to start before the spring events. I do not have a date. The term is one year, unless we take their two-year offer. I have not compared the two.
On price, they say it is in line with last year. I do not have last year’s number. On the call they also said the rate would go up. I did not ask by how much, or from what date.
It covers the main office. They asked whether the other building is included. I said I would check. I do not know which address they mean.
I think Department 1 signs. Finance may want to see it first. I am not sure which of us sends it back, or who is allowed to say yes.
The file is the one they sent on Friday. I have not attached it here. Can you work from this mail?
Thanks.

Forwarded message
From: Head of Department 1
Sent: Friday
Please get a yes or no this week. The supplier is holding dates and will release them if we stay quiet. I have also told them we are fine to wait until the quarter starts, so do not make it sound urgent when you write back.
