
Agreement Letter Template 

Date: [Insert Date] 

From: 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

To: 

[Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

 

Subject: Agreement Letter 

Dear [Recipient's Name], 

This letter serves as a formal agreement between [Your Name] and [Recipient's Name] regarding 

[brief description of the agreement]. 

Agreement Details: 

• 1. Parties: [Your Name] and [Recipient's Name] 

• 2. Purpose: [State the purpose of the agreement] 

• 3. Terms: [Outline the terms and conditions] 

• 4. Duration: [Specify the duration of the agreement] 

• 5. Signatures: [Indicate if signatures are required] 

By signing this letter, both parties agree to the above terms and conditions. 

Thank you for your attention to this matter. 

Sincerely, 



[Your Name] 

[Your Title/Position] 

 

Signature: _________________________ 

Signature of Recipient: _________________________ 


