
[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: RC Renewal Notification  

We hope this message finds you well. We are writing to remind you that 

your Registration Certificate (RC) for [specific details of the RC, e.g., 

vehicle, business, etc.] is due for renewal on [renewal date].  

To ensure that you continue to enjoy uninterrupted service and 

compliance, we kindly ask you to complete the renewal process by 

[deadline for renewal].  

Required documents for renewal:  

- [List of documents]  

- [List of documents]  

Please visit our website at [website link] for more information or to 

start the renewal process online. Should you have any questions, feel 

free to contact us at [contact details].  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company Name] 


