
[Your Name]  

[Your Title]  

[Your Company/Organization Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company/Organization Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Installation of CCTV Signage  

I hope this message finds you well. We are writing to inform you about 

the upcoming installation of CCTV signage in and around [specific 

location, e.g., our facility, your premises, etc.].  

This installation is part of our ongoing efforts to enhance security and 

ensure the safety of our staff, visitors, and property. The signage will 

serve to notify individuals of the presence of surveillance cameras and 

to promote a secure environment.  

We would like to schedule the installation for [proposed date and time]. 

Our team will ensure that the process is completed efficiently while 

minimizing any disruption to your daily operations.  

If you have any questions or concerns about the installation, please do 

not hesitate to reach out to me directly at [your phone number] or [your 

email address].  

Thank you for your attention to this matter. We appreciate your 

cooperation.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company/Organization Name] 


