
[Your Company Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Subject: Notification of [Purpose] 

Dear [Recipient's Name], 

We are writing to inform you about [brief description of the subject or 

event]. This notification is in accordance with [relevant policy or 

regulation, if applicable]. 

Details of the notification are as follows:  

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

- **Purpose:** [Explain the purpose in detail]  

- **Action Required:** [Specify any actions the recipient needs to take]  

- **Deadline:** [Insert any relevant deadlines]  

If you have any questions or require further clarification, please do not 

hesitate to reach out to us at [Your Phone Number] or [Your Email 

Address]. 

Thank you for your attention to this matter. 

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


