[Your Name]
[Your Position]
[Your Company]
[Company Address]
[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]
[Recipient Name]
[Recipient Position]

[Recipient Company]

[Recipient Address]

[Clty, State, Zip Code]

Dear [Recipient Name],

[Body of the letter - introduction, main content, and conclusion.]
Sincerely,

Your Signature (if sending a hard copy) ]

Your Typed Name]

Your Position]

Your Company]
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