
[Your Organization Name] 

[Your Address Line 1] 

[Your Address Line 2] 

[City, State, Zip Code] 

[Date]  

[Name of Recipient/Official] 

[Title/Department] 

[Statutory Authority/Regulatory Body Name] 

[Authority Address Line 1] 

[City, State, Zip Code]  

RE: Official Notification Regarding [Project Name/Reference Number/Incident Case] 

To whom it may concern, 

Pursuant to [Cite Specific Act, Section, or Regulation], this letter serves as formal notification to 

the [Name of Regulatory Body] regarding [Brief Description of the Subject Matter]. 

The purpose of this notification is to advise the authority of the following details: 

• Effective Date: [Insert Date] 

• Nature of Activity: [Description of compliance action, change in status, or event] 

• Location/Scope: [Specific site or department affected] 

We have enclosed the required documentation as specified under [Regulation Reference], 

including: 

• [Document 1 Name] 

• [Document 2 Name] 

We confirm that [Your Organization Name] remains committed to full compliance with all 

statutory requirements. Should you require further information or additional clarification 

regarding this filing, please contact [Name of Contact Person] at [Phone Number] or [Email 

Address]. 

Please acknowledge receipt of this notification by signing and returning the attached 

acknowledgement copy or via email response. 

Sincerely, 

[Signature] 

[Full Printed Name] 

[Job Title] 

[Organization Name]  


