[Your Name]

[Your Address]

[Your Phone Number]
[Your Email]

[Date of Submission]

[Recipient Name]

[Recipient Title/Department]

[Organization Name]

[Organization Address]

RE: Official Notice of [Subject of Notice]

Dear [Recipient Name],

Please accept this letter as official notice regarding [specific matter, e.g., my resignation, intent
to vacate, contract termination].

This notice is being submitted on [Date of Submission]. As per the terms of our
[Agreement/Contract/Policy], I am providing a notice period of [Number] days/weeks.
Accordingly, the effective date of this action will be [Final Date].

I have outlined the necessary details below:

[Detail 1]

[Detail 2]

Please confirm receipt of this notice and advise if there are any further steps or documentation
required from my side to complete this process.

Thank you for your attention to this matter.
Sincerely,
[Your Signature]

[Your Printed Name]



