«MyCompanyName»
«MyCompanyAddrBlock»
«LetterDate»
«AddrBlock»
Dear «MrMsMrs» «FirstName» «LastName»,

Enclosed are two copies of the contract. If it meets with your approval, please sign both copies and return one in the enclosed, preaddressed envelope.

I believe the contract includes all the details we’ve discussed, but please let me know if you find omissions or incorrect information.

I am pleased we were able to come to an agreement, and I look forward to working with you.

Sincerely,

«Signature»
«Title»
«MyCompanyName»
