
[Your Company/Organization Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Subject: Assessment Notification  

Dear [Recipient's Name],  

We are writing to inform you about the upcoming assessment scheduled for 

[Date of Assessment]. This assessment is an important part of our 

evaluation process and will cover the following areas:  

- [Area 1]  

- [Area 2]  

- [Area 3]  

Please be prepared to [any specific instructions or requirements, e.g., 

bring necessary materials, complete prior reading, etc.].  

Details of the assessment are as follows:  

- Date: [Date]  

- Time: [Start Time] to [End Time]  

- Location: [Venue/Room]  

If you have any questions or require further information, please do not 

hesitate to contact [Contact Person's Name] at [Contact Information].  

Thank you for your attention to this matter. We look forward to your 

participation.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Contact Information] 


