
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company/Organization]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: ZRS Notification  

We are writing to inform you that [insert details about the ZRS 

notification]. This notification is effective as of [insert effective 

date].  

Please take note of the following details:  

- [Detail 1]  

- [Detail 2]  

- [Detail 3]  

If you have any questions or require further information, 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]  

[Signature (if sending a hard copy)] 


