DATE

TO:
DEPT HEAD OF RECEIVING DEPT
FROM:
DEPT HEAD OF PERFORMING DEPT
Dear DEP’T HEAD OF RECEIVING DEPT

This letter shall serve to clarify the intentions of mutual agreement as entered into between our departments.   The 


have agreed to perform the following tasks on behalf of the Department of _______________:



(LIST TASKS TO BE PERFORMED)

The tasks as outlined above are scheduled to be completed by _____________.

[For completion of the tasks, it our understanding the Department of ________________ will pay to the 


 the amount of  $$____________.   Upon completion of the tasks, please have the payment transferred to account ____________.]






OR

[Prior to performing the above tasks, please transfer to account ___________, the amount of $ __________ as agreed upon for adequate compensation for tasks to be performed.]

If the above is acceptable, please acknowledge your acceptance by signing below and return one of these originals to my attention at xxxx TAMU.

SIGNED:

DEPT HEAD OF 





DEPT HEAD FOR 

RECEIVING DEP’T





PERFORMING DEPT 

