Your Company Letterhead]

Date]

Recipient's Name]

Recipient's Address]

[City, State, Zip Code]

Subject: ZJCC Notification

Dear [Recipient's Name],

We are writing to inform you about [specific incident or issue related to
ZJCC]. Please take note of the following important details:

[
(
[
(

1. **Description of the Issue**: [Briefly describe the issue or
incident.]

2. **Date of Occurrence**: [Provide the date when the issue occurred.]
3. **Actions Required**: [List any actions the recipient needs to take.]
4. **Consequences of Inaction**: [Briefly outline any potential

consequences i1if no action is taken.]

If you have any questions or need further assistance, please feel free to
contact us at [your contact information].

Thank you for your attention to this matter.

Sincerely,

[Your Name]

[Your Title]

[Your Company]

[Your Contact Information]



