
[Your Company Letterhead] 

[Date] 

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Subject: [Announcement Subject] 

Dear [Recipient's Name], 

We are pleased to announce [briefly describe the announcement]. This 

initiative is aimed at [state purpose or goal] and will be implemented on 

[date/timeline]. 

Key highlights of this announcement include: 

- [Highlight 1] 

- [Highlight 2] 

- [Highlight 3] 

We believe this change will [mention benefits]. We encourage you to reach 

out with any questions or feedback. 

Thank you for your continued support. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Contact Information]  

[Company Name]  

[Company Phone Number]  

[Company Email Address] 


