
Notification of Written Interactions 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

We are writing to notify you about the recent interactions that have taken place concerning 

[specific matter/topic]. This letter serves as a formal communication to ensure all discussions are 

documented in writing. 

The written correspondences are as follows: 

• Date: [Insert Date] - Subject: [Insert Subject] - Summary: [Insert Summary] 

• Date: [Insert Date] - Subject: [Insert Subject] - Summary: [Insert Summary] 

• Date: [Insert Date] - Subject: [Insert Subject] - Summary: [Insert Summary] 

For any further inquiries or follow-ups regarding this matter, please ensure to reply in writing. 

Thank you for your attention to this correspondence. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


