
Service Agreement Execution 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company Name] 

[Recipient's Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are pleased to inform you that the Service Agreement between [Your Company Name] and 

[Recipient's Company Name] has been executed successfully. Enclosed with this letter, please 

find the signed copy of the agreement for your records. 

This agreement outlines the terms and conditions for the services to be provided, including 

[briefly outline key services or points]. 

If you have any questions or need further clarification regarding this agreement, please do not 

hesitate to contact me at [Your Phone Number] or [Your Email Address]. 

Thank you for your collaboration. We look forward to working together. 

Sincerely, 

[Your Signature (if sending a hard copy)] 

[Your Printed Name] 

[Your Position] 


