[Your Company Name]
[Street Address]

[City, State, Zip Code]
[Date]

[Customer Name]
[Customer Address]
[City, State, Zip Code]
Subject: [Brief Description of Notification]
Dear [Customer Name],
We are writing to inform you about [describe the specific update or change, e.g., a policy update,
price adjustment, or service change]. This notice is intended to ensure you remain fully informed
regarding your relationship with [ Your Company Name].
Key Details:
o Effective Date: [Date change takes effect]
e What is changing: [Specific detail 1]
e What is changing: [Specific detail 2]

The reason for this update is [brief explanation of why the change is occurring]. We believe this
will allow us to better serve you and improve our overall service quality.

If you have any questions or require further clarification regarding this notification, please
contact our support team at [Phone Number] or via email at [Email Address]. You can also find
more information on our website at [Website URL].

Thank you for your continued business and trust in [ Your Company Name].

Sincerely,

[Your Name/Department]

[Your Title]
[Your Company Name]



