Your Company Letterhead]

Recipient Address Line 1]

Recipient Address Line 2]

[City, State, Zip Code]

Dear [Recipient Name],

[Opening paragraph introducing your company and the purpose of the
letter.]

[Second paragraph detailing the offer or information you are sharing.]
[Third paragraph providing a call to action or encouraging the recipient
to contact you.]

Thank you for your time!

Sincerely,

[Your Name]

[Your Title]

[Your Company]

[Your Contact Information]

[
[
[Recipient Name]
[
[



