
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

BBC Bitesize  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well.  

[Introduce the purpose of your letter clearly and concisely. Explain your 

relationship with BBC Bitesize, if applicable, and state the reason for 

your writing.]  

[Provide additional details to support your request or inquiry. Be 

specific and organized in presenting your information.]  

[If applicable, thank the recipient for their time and consideration. 

Offer to provide any further information needed.]  

I look forward to your response.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Title/Position, if relevant]  

[Your Contact Information] 


