[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«DisplayName»
«BillAddrLine1»
«BillAddrLine2»
«BillAddrCity», «BillAddrCountrySubDivisionCode» «BillAddrPostalCode»
Dear «DisplayName»,
Effective [date], our rates will change: [summary of the change — new hourly rate, retainer level, or fee schedule].
This reflects [the honest reason — senior talent, expanded capability, first adjustment since year X]. Current engagements continue at their agreed terms through [existing commitment end].
We value the work we do together, and we’re glad to walk through what this means for your account — just say the word.
Sincerely,

[Your name]
[Title · Your company]
