
[Your Company/Organization Letterhead] 

[Date] 

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company/Organization Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

Subject: [Announcement Subject] 

We are pleased to announce that [insert details of the announcement, 

including any relevant dates, events, or changes]. This decision was made 

[brief explanation of the reason behind the announcement, if applicable].  

[Additional details about the announcement, impact on employees, clients, 

or stakeholders, and any necessary steps to be taken.] 

We appreciate your support and cooperation as we move forward with this 

announcement. If you have any questions or need further information, 

please do not hesitate to contact [your contact information]. 

Thank you. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company/Organization Name]  

[Your Contact Information]  

[Optional: Attachments or Additional Information] 


