
Service Agreement Expectations 

Date: [Insert Date] 

To: [Service Provider Name] 

Address: [Service Provider Address] 

Dear [Service Provider Name], 

We are pleased to outline our expectations regarding the upcoming service agreement between 

our organizations. This letter serves to clarify the primary terms and requirements associated 

with this contract. 

Scope of Services 

The service provider shall deliver the following services: [List services here]. 

Timeline 

The services are expected to commence on [Start Date] and conclude by [End Date]. 

Performance Standards 

Services must be performed in accordance with the following standards: [Outline standards 

here]. 

Payment Terms 

Payments will be made as follows: [Detail payment terms and schedule]. 

Communication and Reporting 

Regular updates and reports will be expected on a [weekly/monthly] basis. Primary contacts will 

be [List contacts]. 

We look forward to a productive working relationship and achieving our goals together. Please 

acknowledge receipt of this letter and confirm your agreement with the outlined expectations. 

Sincerely, 

[Your Name] 

[Your Title] 



[Your Company Name] 

[Your Contact Information] 


