
.........................
......................... 

.....................  

Dear Sirs
We wish to inform you that our partner of many years standing, Mr .......... is now no longer a partner the firm. His shareholdings have been divided equally among the other partners. 
The management of the firm is, however, in no way affected by this move and we trust that our existing business ties will continue to flourish to the mutual advantage of our two companies.
Also we are pleased to announce that Mr. ................. has been chosen as our new Director.
Yours faithfully

...................................

