
[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company Name]  

[Recipient's Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Contract Agreement for [Project/Service Name]  

1. **Introduction**  

 - Purpose of the letter  

 - Brief overview of parties involved 

2. **Scope of Work**  

 - Detailed description of services/products to be provided  

 - Expected outcomes and deliverables  

3. **Terms and Conditions**  

 - Duration of the agreement  

 - Payment terms and schedule  

 - Responsibilities of each party  

4. **Confidentiality Clause**  

 - Terms of confidentiality and data protection  

5. **Termination Clause**  

 - Conditions under which the agreement can be terminated  

6. **Governing Law**  

 - Jurisdiction and applicable law  

7. **Acceptance**  

 - Instructions for signing the agreement  

 - Contact information for questions  

Thank you for considering this agreement. We look forward to your 

positive response. 

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title]  

[Your Company Name] 


