
[Your Name]  

[Your Position]  

Ajanta [Department/Company Name]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Department/Company Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Notice of [specific reason, e.g., Meeting, Policy Update, etc.] 

I hope this message finds you well. This letter serves to inform you 

about [briefly state the purpose of the notice, e.g., an upcoming 

meeting, changes in policy, etc.].  

Details are as follows:  

- **Date:** [Insert date]  

- **Time:** [Insert time]  

- **Venue:** [Insert location or format, e.g., virtual link]  

- **Agenda:** [Briefly outline the agenda or purpose]  

Your participation is [required/ appreciated] as [explain the importance 

of their presence or input]. Should you have any questions or require 

further information, please do not hesitate to contact me. 

Thank you for your attention to this matter. 

Best regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position]  

Ajanta [Department/Company Name] 


