
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Address]  

[City, State, ZIP Code]  

Subject: Letter of Agreement  

Dear [Recipient Name],  

This Letter of Agreement ("Agreement") is made and entered into as of 

[Effective Date], by and between [Your Name/Your Company Name] ("Party 

A") and [Recipient Name/Recipient Company Name] ("Party B").  

1. **Purpose**  

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

under which [briefly describe the scope or purpose of the agreement].  

2. **Terms**  

 a. [Detail the specific terms of the agreement, including obligations, 

responsibilities, or services to be rendered.]  

 b. [Outline any timelines, deadlines, or schedules related to the 

agreement.]  

 c. [Include any payment terms or compensation details if applicable.]  

3. **Confidentiality**  

 Both parties agree to maintain the confidentiality of the terms of this 

Agreement and any proprietary information exchanged during the term of 

this Agreement.  

4. **Term and Termination**  

 This Agreement shall commence on [Start Date] and shall continue in 

effect until [End Date or condition for termination], unless terminated 

earlier by either party upon [number of days] written notice.  

5. **Governing Law**  

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

laws of [State/Country].  

Please sign below to indicate your acceptance of the terms and conditions 

outlined in this Letter of Agreement.  

Sincerely,  

[Your Signature]  

[Your Name/Your Company Name]  

Agreed and Accepted by:  

[Recipient Signature]  

[Recipient Name/Recipient Company Name]  

[Date] 


