
**Agreement Letter Template** 

--- 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

**Subject: Agreement Letter** 

This Agreement is made on [Date] between [Your Name/Your Company] and 

[Recipient's Name/Recipient's Company], hereinafter referred to as 

"Parties". 

**1. Purpose:**  

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

related to [brief description of the agreement]. 

**2. Terms and Conditions:**  

- **Term:** This Agreement shall commence on [Start Date] and continue 

until [End Date].  

- **Obligations:**  

 - [Party 1 obligations]  

 - [Party 2 obligations]  

- **Compensation:** [Details of payment, if applicable]  

- **Confidentiality:** Both parties agree to maintain confidentiality 

regarding [confidential information].  

- **Termination:** This Agreement may be terminated under the following 

conditions: [Termination conditions].  

**3. Governing Law:**  

This Agreement shall be governed by the laws of [State/Country]. 

**4. Signatures:**  

By signing below, the parties agree to the terms stated in this 

Agreement. 

_____________________________  

[Your Name]  

[Your Title]  

[Your Company]  

Date: ________________ 

_____________________________  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company]  

Date: ________________ 

--- 

**End of Agreement Letter** 


