[Your Company Letterhead]
[Date]

[Employee Name]

[Employee Position]
[Department]

[Company Name]

Subject: Internal Communication Regarding [Subject]

Dear [Employee Name],

I hope this message finds you
[briefly state the purpose or
[Provide detailed information
relevant dates, expectations,
Please feel free to reach out

well. This letter is to inform you about
topic of the communication].

regarding the matter, including any

or required actions.]

if you have any questions or need further

clarification regarding this matter.
Thank you for your attention to this important communication.

Best regards,

[Your Name]

[Your Position]
[Department]

[Company Name]
[Contact Information]



