
Official Communication Regarding Bilateral 

Agreement 

Date: [Insert Date] 

From: [Your Name]  

[Your Position]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

To: [Recipient's Name]  

[Recipient's Position]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally communicate our intent to pursue a bilateral agreement between [Your 

Organization] and [Recipient's Organization]. This agreement aims to [briefly state the purpose 

or objective of the agreement]. 

We believe that this collaboration will significantly benefit both parties by [outline key benefits 

or impacts]. Our team is looking forward to discussing the details further and working closely 

with your organization to ensure a successful partnership. 

Please let us know your availability for a meeting to discuss this agreement in detail. We 

appreciate your time and consideration regarding this matter. 

Thank you for your attention. We look forward to your positive response. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Organization] 


