
Letter of Essential Terms of Cooperation 

Date: [Insert Date] 

From: [Your Name]  

[Your Position]  

[Your Company Name]  

[Your Company Address]  

[Your Email]  

[Your Phone Number] 

To: [Recipient Name]  

[Recipient Position]  

[Recipient Company Name]  

[Recipient Company Address] 

Subject: Essential Terms of Cooperation 

Dear [Recipient Name], 

We are pleased to outline the essential terms of cooperation between [Your Company Name] and 

[Recipient Company Name]. This letter serves as a foundation for our potential collaboration. 

1. Objectives 

We aim to [briefly describe the purpose and objectives of the cooperation]. 

2. Scope of Work 

The cooperation will involve [brief description of tasks, responsibilities, and deliverables]. 

3. Duration 

The term of this cooperation will commence on [start date] and conclude on [end date]. 

4. Financial Terms 

All financial arrangements will be governed by [brief description of payment and financial 

terms]. 

5. Confidentiality 

Both parties agree to maintain confidentiality regarding all shared information as per [brief 

description of confidentiality terms]. 



6. Termination 

Either party may terminate this agreement with [number] days' written notice under specified 

conditions. 

Please confirm your acceptance of these essential terms by signing and returning a copy of this 

letter by [return date]. We look forward to a fruitful collaboration. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company Name] 

Agreed and Accepted By:  

[Recipient Name]  

[Recipient Position]  

[Recipient Company Name]  

[Date of Acceptance] 


