
Date: [Insert Official Date of Issuance] 

[Recipient Name] 

[Recipient Title] 

[Organization Name] 

[Address Line 1] 

[City, State, Zip Code]  

Subject: Official Date of Letter Issuance 

Dear [Recipient Name], 

This letter serves as formal notification that the official date of issuance for [Name of 

Document/Agreement] is [Insert Date]. All terms, conditions, and effective periods associated 

with said document shall commence as of this date. 

Please update your records accordingly to reflect this official timeline. If you have any questions 

regarding this issuance, please contact our office directly. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 

[Your Title] 

[Your Organization]  


