
Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally accept the contract provided to me regarding [brief description of the 

contract, e.g., "the consulting services for project X"]. After reviewing the terms and conditions 

outlined in the document, I am pleased to confirm my acceptance. 

Thank you for this opportunity. I look forward to working together and achieving our mutual 

goals as specified in the contract. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Phone Number] 

[Your Email Address] 


