
[Date of Issuance] 

[Recipient Name] 

[Recipient Job Title] 

[Recipient Organization] 

[Recipient Address]  

Subject: Official Notification Regarding [Subject Matter] 

Dear [Recipient Name], 

This letter serves as official notification concerning [Briefly state the purpose of the notification]. 

Please be advised that the effective date of this notification is [Insert Effective Date]. 

The details of this issuance are as follows: 

• Notice Reference Number: [Insert Number] 

• Issuing Authority: [Insert Department Name] 

• Reason for Issuance: [Insert Brief Reason] 

Please ensure that all necessary actions are taken by [Insert Deadline Date, if applicable]. If you 

have any questions regarding this notice or the information provided herein, please contact 

[Contact Person Name] at [Phone Number/Email]. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 

[Your Title] 

[Your Organization]  


