
[Your Name]  

[Your Position]  

[Your Company]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am pleased to inform you that we 

have successfully reached an agreement regarding [brief description of 

the deal]. This collaboration presents a significant opportunity for both 

of our companies, and I am excited about the prospects it holds. 

Enclosed are the finalized documents outlining the terms of our 

agreement. Please review them at your earliest convenience, and do not 

hesitate to reach out if you require any further clarification. 

We appreciate your cooperation throughout this process and look forward 

to a fruitful partnership. To celebrate our new venture, I would like to 

propose a meeting on [suggest date and time] to discuss the next steps. 

Thank you once again for your trust and collaboration.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company] 


