
Letter of Contract Expectations for 

Partnership Collaboration 

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 excited about the opportunity to collaborate with [Recipient Company] on 

[Project/Initiative Name]. To ensure both parties have a clear understanding of expectations and 

responsibilities, this letter outlines our contract expectations for this partnership. 

1. Objectives 

Clearly defined objectives for the partnership include [List Objectives]. 

2. Roles and Responsibilities 

Each partner will be responsible for the following:  

- [Your Company]: [List responsibilities]  

- [Recipient Company]: [List responsibilities]  

3. Deliverables 

The expected deliverables are as follows:  

- [List of Deliverables]  

4. Timeline 



The anticipated timeline for the project is as follows:  

- [Start Date] to [End Date]  

5. Communication 

Regular communication will be maintained through [Specify methods and frequency]. 

6. Termination 

Conditions under which the collaboration may be terminated include [List Conditions]. 

We look forward to a successful partnership that brings mutual benefits to our organizations. 

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

Best regards, 

[Your Name]  

[Your Position]  

[Your Company] 

_____________________________  

[Recipient Name]  

[Recipient Position]  

[Recipient Company] 


