
[Sender’s Name]
[Sender’s Address]
[Sender’s State/Postcode]

[Date]

[Recipient’s Name]
[Recipient’s Address]
[Recipient’s State/Postcode]

RE: [Purpose of the Letter]

Dear Mr. /Mrs. /Miss [The Name of the Victim/Injured Party]
I am writing this letter as a formal agreement for the damages caused to [specify whether to the car only or both the car and the inhabitants at the time] on the [date of the accident]. This was after [clarify the events that transpired resulting in the damages/describe the accident] at [indicate the location of the accident], resulting in [indicate the exact damages to the car or the inhabitants].
On our last meeting held on [the meeting date, you may specify whether it was physical, virtual, or through a telephone call]. You provided details of the overall expenses incurred, which was also verified by my [mechanic, lawyer, personal investigator]. As such, we agreed that the full and final settlement for the damages would be [the exact amount quoted]. I henceforth agree to pay this amount in full with [mode of payment whether cheque, cash, property] on [the date for final payment].
After complete payment is made on the date above, you agree that our situation would have been fully resolved. Henceforth, by signing this letter, you agree to release me from any future claims relating to the accident in question. [You may indicate any form of agreement you have with the recipient here for probable future reference]. I have included a copy of this letter for you to sign and return to me. Both signatures will note that the agreement is final. In case of any further questions, clarity, or changes to this letter, you may contact me through [provide personal contact information such as phone number and/email address].

Sincerely,
[Sender’s Signature]
[Sender’s Name]
[List of Enclosures: Copy of the Letter]

