
[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 serves as a formal agreement between [Your Name/Your 

Organization] and [Recipient Name/Recipient Organization] regarding 

[brief description of the purpose of the agreement].  

1. **Parties Involved**  

 a. [Your Name/Your Organization]  

 b. [Recipient Name/Recipient Organization]  

2. **Terms of Agreement**  

 a. [Detail specific terms, responsibilities, and expectations of both 

parties]  

 b. [Include timelines and deadlines]  

 c. [Any financial arrangements if applicable]  

3. **Duration**  

 This agreement shall commence on [start date] and shall continue until 

[end date or conditions for termination].  

4. **Confidentiality**  

 Both parties agree to maintain confidentiality regarding all information 

exchanged as part of this agreement.  

5. **Governing Law**  

 This agreement shall be governed by the laws of [State/Province].  

6. **Signatures**  

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

letter.  

_________________________  

[Your Name/Your Organization]  

Date: _______________  

_________________________  

[Recipient Name/Recipient Organization]  

Date: _______________  

Thank you for your cooperation.  

Sincerely,  

[Your Name]  

[Your Title/Position] 


