
Contractual Obligation Verification 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

Subject: Verification of Contractual Obligations 

I hope this message finds you well. We are writing to verify the contractual obligations outlined 

in the [Contract Name/Number] dated [Contract Date]. In accordance with our agreement, we 

would like to confirm the following obligations: 

• Obligation 1: [Details] 

• Obligation 2: [Details] 

• Obligation 3: [Details] 

We kindly ask you to review the attached documents for your reference. Please confirm your 

acknowledgment of these obligations by [Insert Response Deadline]. 

Thank you for your attention to this matter. We look forward to your prompt reply. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


