
[Your Company Letterhead]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company Name]  

[Recipient Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Notification of [Specific Matter]  

We hereby notify you that [provide details about the matter, e.g., 

upcoming meeting, changes in company policy, financial updates, etc.].  

This notification is in accordance with [relevant law or company policy, 

if applicable]. The relevant details are as follows:  

- **Date of Notification**: [Insert date]  

- **Effective Date**: [Insert effective date]  

- **Details**: [Provide additional details regarding the notification]  

We appreciate your attention to this matter and look forward to your 

cooperation. Should you have any questions or require further 

information, please do not hesitate to contact us.  

Thank you.  

Sincerely,  

[Your Name]  

[Your Position]  

[Company Name] 


