
[Your Name]  

[Your Title]  

[Your Organization]  

[Organization Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Announcement of [Purpose of Announcement] 

I hope this letter finds you well. I am writing to formally announce 

[briefly state the purpose of the announcement, e.g., a new initiative, 

event, policy change, etc.].  

[Provide specific details regarding the announcement, including dates, 

locations, and any other relevant information.] 

We believe that this [initiative/event/policy] will [explain the expected 

impact or benefits].  

We would appreciate your support in [any calls to action or ways the 

recipient can get involved].  

Thank you for your attention to this matter. If you have any questions or 

require further information, please feel free to reach out to me at your 

convenience.  

Best regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title]  

[Your Organization] 


