
Sales Contract Approval 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are pleased to inform you that your sales contract dated [Insert Contract Date] has been 

approved. We appreciate your prompt submission and adherence to our guidelines. 

For your reference, the details of the sales contract are as follows: 

• Contract Number: [Insert Contract Number] 

• Product/Service: [Insert Product/Service Description] 

• Contract Amount: [Insert Amount] 

• Terms and Conditions: [Insert Summary of Terms] 

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

Should you have any questions or require further clarification, feel free to reach out to us. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Company Address] 

[City, State, Zip Code] 

[Your Contact Information] 


