Letter of Agreement

Date: [Insert Date]

To: [Recipient Name]

[Recipient Address]

[City, State, ZIP Code]

Dear [Recipient Name],

This letter serves as an agreement between [Your Company Name] and [Recipient Company

Name] regarding the specific order requirements as discussed on [insert date of discussion]. The
details are as follows:

Order Details

Product/Service: [Insert Product/Service Name]
Quantity: [Insert Quantity]

Specifications: [Insert Specifications]

Delivery Date: [Insert Delivery Date]

Price: [Insert Price]

Terms and Conditions

[Insert any specific terms and conditions related to the order]

Please confirm your agreement to the terms outlined above by signing below.
Best regards,

[Your Name]

[Your Position]

[Your Company Name]

[Your Phone Number]

[Your Email]

Agreed by:

[Recipient Name]
[Recipient Position]
[Recipient Company Name]



