
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Introductory Paragraph: State the purpose of your letter and mention the 

attached documents.]  

[Body Paragraph(s): Provide any necessary details regarding the 

attachments. Explain their relevance and what you would like the 

recipient to do with them.]  

[Closing Paragraph: Thank the recipient for their attention and express 

your willingness to answer any questions regarding the attachments.]  

Sincerely,  

[Your Name]  

[Your Title] (if applicable)  

Attachments: [List of attached documents] 


