
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Subject: Notice of [Nature of Notice]  

Dear [Recipient's Name],  

I hope this letter finds you well. This correspondence serves as formal 

notice regarding [briefly describe the issue or matter at hand].  

[Provide a detailed explanation of the situation, including relevant 

dates, facts, and any previous communications related to the matter.]  

As per [mention any relevant agreement, contract, or legal obligation], 

we kindly request that you [state the expected action or response from 

the recipient]. This matter needs to be addressed by [insert deadline, if 

applicable].  

Please feel free to contact me at [your phone number] or [your email 

address] should you require any further information or clarification.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position, if applicable]  

[Your Company Name, if applicable] 


