
Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address Line 1] 

[Address Line 2] 

Dear [Recipient's Name], 

Subject: Signing Procedure for Agreements 

We are pleased to inform you about the procedure for signing agreements between our 

organizations. The following steps should be followed to ensure a smooth signing process: 

1. Prepare the agreement in the required format. 

2. Review the agreement with all relevant parties. 

3. Schedule a meeting for final approval. 

4. Arrange for all signatories to be present for the signing. 

5. Collect signatures and affix company seals, if applicable. 

6. Distribute copies of the signed agreement to all parties. 

Should you have any questions regarding this procedure, please do not hesitate to contact me 

directly at [Your Contact Information]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Your Contact Information] 


