
Validation Letter 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code] 

Subject: Validation of Business Exchange Details 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally confirm the details of our recent 

business exchange which took place on [Insert Date of Exchange]. 

According to our records, the specifics of the exchange are as follows: 

• Details of Goods/Services Exchanged: [Insert Details] 

• Value of Exchange: [Insert Value] 

• Date of Exchange: [Insert Date] 

• Terms and Conditions: [Insert Terms] 

Should you find any discrepancies or if further clarification is required, please do not hesitate to 

reach out. Your partnership is highly valued, and we aim to maintain goodwill in our business 

relationship. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company] 


