
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title/Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

Subject: Notice of [Specify the Purpose, e.g., Termination of 

Employment/Lease, etc.]  

I am writing to formally notify you of [the specific matter at hand, 

e.g., my decision to resign from my position at Zxcvbnm, effective 

[date]].  

[Provide any necessary details or background information related to the 

notice.]  

Please let me know how you would like to proceed regarding [any next 

steps or actions required].  

I appreciate your understanding and cooperation.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


