[Sender Name]
[Sender Address]
[City, State, Zip Code]
[Email Address]
[Phone Number]

[Date of the Official Notice]

[Recipient Name]

[Recipient Title/Department]

[Organization Name]

[Recipient Address]

[City, State, Zip Code]

RE: OFFICIAL NOTICE REGARDING [SUBJECT MATTER]

Dear [Recipient Name],

Please accept this letter as formal official notice regarding [specific issue or purpose of notice].
This notice is being issued in accordance with [mention any contract, policy, or legal

requirement, if applicable].

The purpose of this notification is to inform you that [provide detailed explanation of the facts or
actions required].

Current records indicate that [provide relevant dates or background information]. As a result, the
following actions must be taken by [Deadline Date]:

e [Action Item 1]
e [Action Item 2]

Failure to comply with this notice may result in [mention consequences or next steps].

If you have any questions or require further clarification regarding this matter, please contact me
directly at [Phone Number] or via email at [Email Address].

Sincerely,
[Signature]

[Sender Printed Name]
[Title/Position]



