
Contract Signature Guidelines 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Subject: Contract Signature Guidelines 

Dear [Recipient's Name], 

We are pleased to share the following guidelines for the signature of the contract titled 

"[Contract Title]" between [Your Company] and [Recipient's Company]. Please ensure 

adherence to the following steps: 

1. Review the Contract: Carefully read through the entire contract to understand the terms 

and conditions. 

2. Signatory Authorization: Ensure that the person signing the contract has the appropriate 

authority. 

3. Signature Placement: Sign in the designated areas on all pages as outlined in the contract. 

4. Date Signing: Include the date of signing next to your signature. 

5. Return Instructions: Send the signed contract back to [Contact Person] at [Contact 

Email/Address] by [Deadline Date]. 

If you have any questions or need further clarification regarding these guidelines, please feel free 

to reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


