
[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Title] 

[Recipient Company Name] 

[Recipient Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

Subject: Substitute Collateral Requirements for Business Agreement 

I hope this message finds you well. As part of our ongoing business relationship and in 

accordance with the terms outlined in our agreement dated [Date of Original Agreement], we 

would like to discuss the requirements for substitute collateral. 

Due to [reason for needing substitute collateral], we propose the following substitute collateral to 

be considered: 

• [Description of Substitute Collateral 1] 

• [Description of Substitute Collateral 2] 

• [Description of Substitute Collateral 3] 

Please let us know your thoughts on the proposed substitute collateral and if you require any 

additional documentation or information to facilitate this request. We aim to ensure a seamless 

transition and maintain the integrity of our agreement. 

Thank you for your attention to this matter. We look forward to your response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 


