[Company Letterhead]
To: 

[Tax Authority Name]
[Office Address]

[Date]

Dear Sirs

Supplier Name, [Tax Registration Number]

With effect from [date] we will be using the OB10 Archive facility to store the digitally signed electronic invoices we issue to [selected customers] on the OB10 network, a product of OB10 Inc, 1040 Crown Pointe Parkway, Suite 350, Atlanta, Georgia 30338, USA.
From this date we will stop retaining invoice records locally but will have full online access to the OB10 facility where invoices will be stored for the full statutory retention period in order to comply with our obligations. The OB10 Archive server is located at the Savvis Federal Systems, Sterling, VA, US.

The OB10 Archive can be accessed with our log-in details through www.OB10.com.
Yours faithfully

[Name]

