
Agreement Specifications Summary 

Date: [Insert Date] 

From: [Your Name] 

[Your Company Name] 

[Your Address] 

[City, State, Zip Code] 

To: [Recipient Name] 

[Recipient Company Name] 

[Recipient Address] 

[City, State, Zip Code] 

Subject: Agreement Specifications Summary 

Dear [Recipient Name], 

We are pleased to present the specifications summary for the agreement as follows: 

Project Overview 

[Brief description of the project] 

Scope of Work 

• [Specification 1] 

• [Specification 2] 

• [Specification 3] 

Timeline 

[Project timeline including key milestones] 

Payment Terms 

[Payment details and schedule] 



Signatures 

By signing below, both parties agree to the specifications outlined above. 

__________________________  

[Your Name]  

[Your Title]  

[Your Company Name] 

__________________________  

[Recipient Name]  

[Recipient Title]  

[Recipient Company Name] 

Thank you for your attention to this matter. Please feel free to reach out if you have any 

questions. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Company Name] 


