[Your Name]
[Your Position]

[Your Company/Organization]

[Your Address]

[City, State, ZIP Code]

[Email Address]

[Phone Number]

[

[Recipient's Name]

[Recipient's Position]

[Recipient's Company/Organization]

[Recipient's Address]

[City, State, ZIP Code]

Dear [Recipient's Name],

Subject: Effective Date Notification

I hope this message finds you well.

This letter is to formally notify you of the effective date regarding
[specific subject, e.g., a new policy, contract, or agreement]. The
changes will take effect on [effective date].

[Briefly outline the details of the change and any relevant information].
Please feel free to reach out if you have any questions or require
further clarification. We appreciate your cooperation and understanding
in this matter.

Thank you.

Sincerely,

[Your Name]

[Your Position]

[Your Company/Organization]



