Your Company Name

Y our Company AddressLine 1

Y our Company Address Line 2

City, State ZIP Code

Phone: (xxx) xxx-xxxx Email: info@yourcompany.com

Recipient Name
Recipient Title

Recipient Company
Recipient AddressLine 1
Recipient AddressLine 2
City, State ZIP Code

Subject: Business Correspondence

Dear Recipient Name,

We are writing to formally address the subject matter concerning our ongoing business relationship. This letter serves as
an official communication regarding the terms and obligations agreed upon by both parties.

Please be advised that all provisions outlined herein are binding and enforceable under the laws of the United States.
Both parties acknowledge their understanding and acceptance of these terms and agree to comply accordingly.

Should you have any questions or require further clarification, do not hesitate to contact us at the information provided
above. We look forward to continuing a mutually beneficial professional relationship.

Thank you for your attention to this matter.

Sincerely,

Your Name
Your Title

Y our Company

This letter is confidential and intended solely for the addressee. Any unauthorized use or disclosure is prohibited.
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