
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to formally submit [brief description of the document, e.g., 

"the application for the XYZ grant"] in accordance with [any relevant 

guidelines or requirements, if applicable].  

Enclosed, you will find [number] copies of the document, along with any 

supplementary materials required.  

Please do not hesitate to contact me at [your phone number] or [your 

email address] should you have any questions or require further 

information.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Title, if applicable]  

[Your Organization, if applicable] 


