
Penalty Enforcement Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are writing to inform you that, as of [Insert Date], you are subject to a penalty enforcement 

action due to [reason for penalty, e.g., failure to pay a fine, violation of regulations, etc.]. The 

details of this action are as follows: 

• Penalty Amount: $[Insert Amount] 

• Due Date: [Insert Due Date] 

• Description of Violation: [Brief Description] 

Please take this matter seriously. You have the right to appeal this penalty within [number of 

days] days from this notification. If you wish to appeal, please submit your appeal in writing to 

[Contact Information]. 

If the penalty is not paid or appeal is not filed within the stipulated time, further actions may be 

taken, which could include [additional consequences, e.g., legal action, additional fines, etc.]. 

We appreciate your prompt attention to this matter. If you have any questions or require further 

information, please do not hesitate to contact our office at [Phone Number] or [Email Address]. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Contact Information] 


