
Service Level Agreement 

Date: [Insert Date] 

Dear [Recipient's Name], 

This letter serves as a formal agreement regarding the service level commitments between [Your 

Company Name] and [Client's Company Name]. The purpose of this Agreement is to outline the 

expectations and responsibilities concerning the delivery of services. 

1. Scope of Services 

[Describe the services to be provided in detail.] 

2. Service Level Objectives 

[Specify the performance metrics and service level objectives to be achieved.] 

3. Responsibilities 

[Outline the responsibilities of both parties.] 

4. Monitoring and Reporting 

[Explain how service levels will be monitored and reported.] 

5. Amendments 

This Agreement may only be amended in writing, signed by both parties. 

6. Acceptance 

By signing below, both parties agree to the terms outlined in this Service Level Agreement. 

_________________________ 

[Your Name]  

[Your Title]  

[Your Company Name] 

_________________________ 



[Recipient's Name]  

[Recipient's Title]  

[Client's Company Name] 

Thank you for your attention to this matter. We look forward to a mutually beneficial 

partnership. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Company Name]  

[Contact Information] 


