[Print dress]
<<Recipient's Name>>
<<Company / Business Name
<<Address>>

<<Address>>

<<Post Code>>

<<Date>>

Dear <<Recipient's Name>>,
Notic

| am writing to inform you of a

between <<insert name of Pa

date of Agreement>> for the p
(the “Agreement”).

in respect of the contract
of Party 2>>, dated <<insert
description of Agreement>>

The contact details provided [
date>>] will change as of <<in
for any and all communication
onward:

formed] OR [on <<insert
the following contact details
e>> from <<insert date>>

Address: <<insert addr
Office Telephone Num
Mobile Telephone Nu

Email Address: <<inse

Please do not hesitate to cont
guestions or would like to req

ate>>] if you have any
this matter.

Yours sincerely,

<<Name & Title>>
[For and on behalf of <<Com
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