 [ your company’s name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re: Confirmation of the agreement

Subsequent to the discussion on the matter of our cooperation, we are writing to confirm the agreement signed between us with the following terms and conditions :

[ Terms and Conditions ]

[ Terms and Conditions ]

[ Terms and Conditions ]

Please also find enclosed a hard copy of the agreement for your signature, we would like you to return this at your earliest convenience.

Yours truly,

[ your signature ]

[ your name ]

[ your title ]

Enclosure

