
Agreement Confirmation 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

[Recipient Name] 

[Recipient Position] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient Name], 

We are pleased to confirm our agreement as per our discussions on [Insert Date]. The details of 

the agreement are as follows: 

• Agreement Subject: [Subject of Agreement] 

• Effective Date: [Effective Date] 

• Terms and Conditions: [Brief Summary of Terms] 

Please let us know if there are any amendments or additional details required. We appreciate 

your cooperation and look forward to a successful partnership. 

Thank you. 

 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Company/Organization Name] 


