[Your Name]

[Your Position]

[Your Company]

[Company Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient Name]

[Recipient Position]

[Recipient Company]

[Recipient Address]

[City, State, Zip Code]

Dear [Recipient Name],

I hope this message finds you well. | am writing to inform you of an unforeseen circumstance
that has led to the cessation of our business operations as of [Cessation Date]. This decision has
not been made lightly, and we understand the impact it may have on our valued partners and
clients.

As you may know, [briefly explain the reason for cessation, e.g., financial difficulties, natural
disaster, etc.]. Despite our best efforts to manage the situation, we have reached a point where
continuing operations is no longer feasible.

We are committed to ensuring a smooth transition for our clients and partners and will do
everything possible to fulfill any outstanding obligations. Our team is available to discuss next
steps and address any concerns you may have.

We sincerely appreciate your support and understanding during this challenging time. If you
need to reach out for further discussions or to finalize any agreements, please do not hesitate to

contact me directly at [Your Phone Number] or [Your Email Address].

Thank you for your understanding.



Sincerely,
[Your Name]
[Your Position]

[Your Company]



