
[Your Company/Organization Letterhead]  

[Date]  

[Employee/Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Employee/Recipient's Name],  

Subject: Urgent Notice  

We hope this message finds you well. This letter serves as an urgent 

notice regarding [specific issue or situation].  

[Briefly explain the issue, why it is urgent, and any important details 

that the recipient needs to know.]  

Please take the necessary actions by [specific deadline] to address this 

matter. Your prompt attention to this issue is crucial.  

For any questions or further clarifications, do not hesitate to reach out 

to [contact person's name and information].  

Thank you for your immediate attention to this urgent matter.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization Name]  

[Contact Information]  

[Company Website, if applicable] 


