
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Subject: [Subject of the Notification]  

Dear [Recipient's Name],  

I hope this letter finds you well.  

I am writing to formally notify you regarding [briefly state the purpose 

of the notification, e.g., a legal obligation, a breach of contract, 

etc.].  

As per [mention any relevant laws, agreements, or regulations], it is 

important to address this matter promptly. Specifically, [provide details 

and context regarding the issue, including relevant dates, terms, and 

actions required].  

Please take note that failure to [mention expected action or compliance] 

by [insert deadline] may lead to [explain potential consequences or next 

steps, e.g., legal action, penalties, etc.].  

I urge you to respond to this notification by [insert response deadline] 

to avoid further complications.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title/Position, if applicable] 


