
[Your Name]  

[Your Title]  

[Your Company]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company]  

[Recipient Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

[Introduction: Briefly state the purpose of the letter.]  

[Body: Provide detailed information related to the purpose. This may 

include facts, statistics, or a personal touch.]  

[Call to Action: Encourage the recipient to take a specific action, such 

as visiting a website, contacting for more info, etc.]  

Thank you for your attention to this matter. I look forward to your 

response.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title]  

[Your Company] 


