
Service Agreement Terms Discussion 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to discuss the terms of our proposed service 

agreement, which we believe will be mutually beneficial. 

Proposed Terms 

• Scope of Services: [Brief description of services to be provided] 

• Duration: [Service duration or contract length] 

• Payment Terms: [Payment structure, e.g., monthly, quarterly] 

• Termination Clause: [Conditions under which the agreement can be terminated] 

• Confidentiality: [Any confidentiality requirements] 

We believe that discussing these terms in detail would be beneficial to ensure a clear 

understanding. Please let me know your availability for a meeting or call at your earliest 

convenience. 

Thank you for your attention to this matter. I look forward to your response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


