
[Your Name]  

[Your Address]  

[City, Postcode]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company Name]  

[Company Address]  

[City, Postcode]  

Dear [Recipient's Name],  

[Introduction/Reason for writing]  

[Main body - provide details, explain your points, and include any 

necessary information]  

[Conclusion - summarize and state any required actions or requests]  

Thank you for your attention to this matter.  

Yours sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Job Title, if applicable]  

[Company Name, if applicable] 


