
Your Company Name
Your Company Address
City, State ZIP Code
Phone: (123) 456-7890
Email: info@yourcompany.com

Date: June 6, 2024

Recipient Name
Recipient Title
Recipient Company Name
Recipient Address
City, State ZIP Code

Dear [Recipient Name],

Please find enclosed the contract agreement between [Your Company Name] and [Recipient Company Name]
regarding [briefly specify the purpose, e.g., "the provision of IT consulting services"].

This contract outlines the terms and conditions that will govern our business relationship. Key provisions include the
scope of services, deliverables, payment terms, confidentiality clauses, and the agreed timeline for completion. We
kindly request that you review the enclosed document and, if all terms are satisfactory, sign and return a copy by [Insert
Deadline Date].

Should you have any questions or require further clarification on any part of the agreement, please do not hesitate to
contact me directly at [Your Phone Number] or [Your Email Address].

We look forward to a successful partnership and appreciate your prompt attention to this matter.

Sincerely,

[Your Name]
[Your Job Title]
[Your Company Name]

Enclosure: Contract Agreement


