
[Your Company Letterhead]  

[Your Name]  

[Your Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company/Organization Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: [Subject of the Notice]  

I hope this message finds you well.  

This letter serves as an official notice regarding [briefly state the 

purpose of the notice, e.g., upcoming changes, termination, etc.]. As of 

[effective date], [provide any necessary details or explanations related 

to the notice].  

[Include any additional information, instructions, or important dates 

relevant to the notice.]  

We appreciate your understanding and cooperation regarding this matter. 

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

not hesitate to reach out to me directly at [your phone number] or [your 

email address].  

Thank you for your attention to this matter.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title]  

[Company Name] 


