[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«DisplayName»
«BillAddrLine1»
«BillAddrLine2»
«BillAddrCity», «BillAddrCountrySubDivisionCode» «BillAddrPostalCode»
Dear «DisplayName»,
We’re writing to let you know that effective [date], our prices will change: [brief description of the change].
This is our first adjustment since [year], and it reflects [rising costs / expanded service]. Your current pricing remains in effect until the date above — nothing changes before then.
We value your business and want no surprises on an invoice. If you have questions about how this affects your account, call us and we’ll walk through it together.
Sincerely,

[Your name]
[Title · Your company]
