
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Contract for Project [Project Name or Description]  

I am writing to formally present the contract for [Project Name or 

Description], outlined below:  

**1. Parties Involved:**  

 - Client: [Client Name]  

 - Service Provider: [Your Name/Company Name]  

**2. Project Scope:**  

 - Description of Services: [Detailed description of services to be 

provided]  

 - Deliverables: [List of deliverables]  

**3. Duration of Contract:**  

 - Start Date: [Start Date]  

 - End Date: [End Date]  

**4. Payment Terms:**  

 - Total Fee: [Total Amount]  

 - Payment Schedule: [Details of payment schedule]  

**5. Confidentiality Clause:**  

 - Both parties agree to maintain confidentiality regarding sensitive 

information.  

**6. Signatures:**  

 - Client Signature: ________________________  

 - Provider Signature: ______________________  

Please review the terms outlined above. If you agree to the terms, please 

sign and return a copy of this letter to confirm our agreement.  

Thank you for your attention, and I look forward to a successful 

collaboration.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company Name] 


