
[Your Company Letterhead]  

[Date]  

[Employee Name]  

[Employee Address]  

[City, State, Zip Code]  

Dear [Employee Name],  

Subject: [Subject of the Letter]  

I hope this message finds you well. I am writing to [state the purpose of 

the letter--e.g., inform you about upcoming changes, recognize your 

achievements, address a concern, etc.].  

[Provide details related to the purpose of the letter. Be concise and 

clear in your explanation.]  

We appreciate your efforts and contributions to the team, and we look 

forward to [state any future actions or expectations].  

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

hesitate to reach out.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Contact Information] 


