To
Mr. Chris Smith
Smith Cleaning Service
Oswald Lane, London
From,
Mr. Jay Shetty
Director Project Management
Bluebird group of Companies.
5th Sept 20XX
Dear Mr. Smith,
I am glad to inform you that we wish to accept your proposal for providing a cleaning service to the Bluebird group of companies. After going through your proposal, we have decided that your service suits our company’s requirements. Please consider this letter an official confirmation from the Bluebird company, acknowledging our acceptance of your business proposal.
We can start our affiliation with effect from 10th February 20XX, 0900 hours. Your work hours will be 7 hours a day, four days a week. A document with a detailed Job description is attached to this letter. Please read the following company policies carefully before signing the agreement.
1. The Bluebird company expects transparency from the vendor regarding time management, honesty, and business ethics.
2. The company reserves the right to revoke the services of a vendaor with one-month prior notice.
3. The company reserves the right to extend partnership with the vendor subject to satisfactory performance.
4. All payments are scheduled in a bi-monthly manner and will be paid to the vendor company’s official account (no personal account will be entertained)
5. Up to 5 personnel from Service provider can be allowed inside the company building at a time. The personnel will be issue ID cards for their easy identification.
Please feel free to contact me in case you have further questions.
Regards,
Jay Shetty
Signatures.
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