
[Sender Name/Organization Name] 

[Sender Address] 

[City, State, Zip Code] 

Date of Issuance: [Month Day, Year] 

[Recipient Name] 

[Recipient Address] 

[City, State, Zip Code] 

Subject: Formal Issuance of [Name of Document] 

To Whom It May Concern, 

This letter serves as the formal record of issuance for the attached document, [Title of 

Document], assigned reference number [Reference Number]. 

The aforementioned document is officially issued and effective as of [Insert Date]. This date 

shall be recognized as the formal commencement for all terms, conditions, and obligations set 

forth within the document. 

Please ensure this record is filed accordingly. If you have any inquiries regarding the authenticity 

or the contents of this issuance, please contact the undersigned. 

Sincerely, 

[Signature] 

[Full Name of Authorized Signatory] 

[Job Title] 

[Organization Name] 


