Official Agreement Confirmation

Date: [Insert Date]

[Recipient's Name]

[Recipient's Position]

[Company Name]

[Company Address]

Dear [Recipient's Name],

We are pleased to confirm our agreement regarding [brief description of the agreement]. This
letter serves to formally acknowledge our mutual understanding and commitment to the terms

outlined.

The key points of our agreement include:

e [Point 1]
e [Point 2]
e [Point 3]

Please sign and return a copy of this letter to indicate your acceptance of the terms. We look
forward to a mutually beneficial relationship.

Thank you for your attention to this matter.
Sincerely,

[Your Name]

[Your Position]

[Your Company Name]

[Your Contact Information]



