
[Your Name]  

[Your Job Title]  

[Your Company]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Job Title]  

[Recipient's Company]  

[Recipient's Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Jira Notification 

I am writing to inform you about [reason for the notification, e.g., an 

update on the project, task assignment, etc.].  

Details of the Notification:  

- **Issue Key:** [JIRA-123]  

- **Summary:** [Brief description of the issue]  

- **Status:** [Current status of the issue]  

- **Due Date:** [Due date if applicable]  

- **Priority:** [Priority level]  

Please review the details at your earliest convenience and provide your 

input as needed. If you have any questions or require further 

clarification, feel free to reach out to me directly. 

Thank you for your attention to this matter. 

Best regards,  

[Your Name]  

[Your Job Title]  

[Your Company] 


