
[Your Organization's Letterhead] 

[Date] 

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code] 

Subject: Announcement of [Event/Change/Update] 

Dear [Recipient's Name], 

We are pleased to announce [brief description of the announcement]. This 

will take place on [date] at [location/time].  

[Provide additional details about the announcement, including any 

relevant background information or context, and any action items for the 

recipient.] 

We hope you will join us in celebrating this [event/change/update]. For 

more information, please feel free to contact us at [contact 

information]. 

Thank you for your attention. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Contact Information]  

[Optional: Organization's Website] 


