«Company_Name»
«Company_Full_Address»
«Todays_Date_Long»
«Customer_Contact»
«Customer_Name»
«Customer_Full_Address»
Dear «Customer_Contact»:

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.

Please do not hesitate to contact me should you have any questions or concerns. 

We at «Company_Name» are pleased to come to this agreement and look forward to working with you.  

Sincerely,

«Customer_Sales_Rep_Name»
«Company_Name» 

«Company_Telephone_Number»
«Company_Full_Address»
