NOTE ON USAGE: after doing any needed editing, copy the content below to your clipboard then paste it into a message that you have created with your email program 
-----------------------------------

Dear <<client name>>

You asked us to create a contract for you. When we spoke you told me that the purpose of the contract was as follow: <<ENTER SHORT DESCRIPTION OF AGREEMENT>>. 

I need more information to begin drafting the agreement. Please reply with answers to the following:

1.  Describe the services that are to be provided (be specific and provide details). 

2.  Describe the payments that are to be made for those services (lump sum? installment? hourly rate? etc).


3.  Describe any other provisions that you think should be covered by the agreement. 

After you respond I will call to flesh out the details. 

Contact me if you have questions. My number is <<ENTER PHONE NUMBER>>

