[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«FirstName» «LastName»
«AddressLine1»
«City», «State» «PostalCode»
Dear «FirstName»,
We have news we wanted you to hear from us directly: [the announcement — new location, new hours, an event, a policy update].
[Details paragraph: what changes for the reader, dates, and anything they need to do.]
Thank you for being a customer — we look forward to seeing you.
Sincerely,

[Your name]
[Title · Your company]
