
Business Financial Arrangement Confirmation 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

We are writing to confirm our business financial arrangements as discussed in our recent meeting 

on [insert date of meeting]. This letter serves to outline the key details of our agreement: 

• Amount: [Insert Amount] 

• Terms: [Insert Terms] 

• Payment Method: [Insert Payment Method] 

• Due Date: [Insert Due Date] 

We believe this arrangement is mutually beneficial and look forward to a successful partnership. 

Please sign and return a copy of this letter to confirm your acceptance of these terms. 

Thank you for your attention to this matter. If you have any questions or need further 

clarification, please do not hesitate to contact me. 

Sincerely, 

[Your Signature if sending a hard copy] 

[Your Typed Name]  

[Your Position] 

Enclosure: [List any enclosed documents if applicable] 


