
**[Your Company Letterhead]**  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Notification of [Event/Change/Deadline] 

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

subject]. This is an important update regarding [specific details related 

to the notification]. 

[Additional information or context regarding the notification]. 

We kindly ask you to [specific action required, if applicable] by [date 

or deadline].  

Should you have any questions or require further clarification, please do 

not hesitate to contact us at [your phone number] or [your email 

address]. 

Thank you for your attention to this matter. 

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company]  

[Your Contact Information] 


