
[Your Company/Organization Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Subject: Notification Letter  

Dear [Recipient's Name],  

We hope this message finds you well.  

We are writing to inform you about [briefly state the purpose of the 

notification, e.g., an upcoming event, change in policy, etc.]. This 

notice is important for [explain the significance of the notification].  

Event Details:  

- **What:** [Event or change description]  

- **When:** [Date and time]  

- **Where:** [Location]  

- **Additional Information:** [Any other relevant details]  

We encourage you to [actions you want the recipient to take, if 

applicable].  

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

not hesitate to contact us at [your contact information].  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Contact Information] 


