
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Address]  

[City, State, Zip Code]  

Subject: Agreement Letter  

Dear [Recipient Name],  

This Agreement is made on this [date] day of [month], [year], between 

[Your Name/Company Name] located at [Your Address] and [Recipient 

Name/Company Name] located at [Recipient Address].  

1. **Purpose**  

 The purpose of this Agreement is to outline the terms and conditions 

related to [briefly describe the purpose of the agreement].  

2. **Terms**  

 a. [Detail the first term of the agreement]  

 b. [Detail the second term of the agreement]  

 c. [Continue with additional terms as necessary]  

3. **Duration**  

 This Agreement shall commence on [start date] and shall remain in effect 

until [end date or state "until terminated by either party"].  

4. **Confidentiality**  

 Both parties agree to keep any confidential information shared during 

this agreement private and not disclose it without prior consent.  

5. **Governing Law**  

 This Agreement shall be governed by and construed in accordance with the 

laws of [state or region].  

6. **Acceptance**  

 By signing below, both parties agree to the terms outlined in this 

Agreement.  

[Your Signature]  

[Your Print Name]  

[Your Title]  

[Date]  

[Recipient Signature]  

[Recipient Print Name]  

[Recipient Title]  

[Date]  

Thank you.  

Sincerely,  

[Your Name]  

[Your Position] (if applicable)  

[Your Company] (if applicable) 


