
Operational Agreement Alignment 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Title] 

[Recipient Company] 

[Recipient Address] 

Dear [Recipient Name], 

We are writing to formally align our operational agreement regarding [specific details or subject 

matter]. As we strive for seamless collaboration, we believe it is vital to ensure that both parties 

have a mutual understanding of our operational objectives and expectations. 

Outlined below are the key points we propose to align: 

• [Key Point 1] 

• [Key Point 2] 

• [Key Point 3] 

We request your confirmation on these points and feedback on any amendments you might 

suggest. It is crucial for us to finalize this alignment to facilitate our joint efforts moving 

forward. 

Thank you for your attention to this matter. We look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


