
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Address]  

[City, State, Zip Code]  

Subject: [Subject of the Letter]  

Dear [Recipient Name],  

I hope this letter finds you well.  

I am writing to you regarding the agreement (zmluva) dated [date of the 

agreement] between [Your Name/Your Company] and [Recipient Name/Recipient 

Company].  

[Paragraph 1: Briefly state the purpose of the letter, referring to any 

relevant clauses or obligations in the agreement.]  

[Paragraph 2: Provide further details, such as obligations, deadlines, or 

any necessary actions required from either party.]  

[Paragraph 3: Express any concerns or issues that need to be addressed, 

if applicable.]  

Please feel free to contact me at your earliest convenience to discuss 

this matter further. Thank you for your attention.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position (if applicable)]  

[Your Company (if applicable)] 


