[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«FirstName» «LastName»
«AddressLine1»
«City», «State» «PostalCode»
Dear «FirstName»,
[Open with your announcement, update, or message — the address block and salutation above are already personalized from your spreadsheet.]
[Second paragraph: the details — dates, changes, actions you’d like the reader to take.]
If you have any questions, reach us at [phone / email] — we’re happy to help.
Sincerely,

[Your name]
[Title · Your company]
