To
[The Recipient]
[Business Name]
[Address]
Dear [Name],
I [title][name] from [organization name] am writing to you about the meeting we had on [date]. In our meeting, you had placed an order for [amount] of [product]. I had told you that the price of [product] is [price] per [item] and we had closed the deal. However, this morning we received an email from the headquarter stating that the [price per item] has increased to [new price per item] and all orders taken after [date] would be charged according to the new price.
I am sending you a new contract based on the new charges. I understand that such inconveniences can be very infuriating. Thank you for your patience.
For further quarries, please call Mr. [name] at [phone number] or email at [email address].
Yours sincerely,
[Title][Name]
[Date]
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