
[Your Name]  

[Your Title]  

Gwinnett County [Department Name]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Recipient Address]  

[Recipient City, State, Zip Code]  

Dear [Recipient Name],  

Subject: [Subject of the Correspondence]  

I hope this message finds you well.  

[Introduction - brief context or purpose of the correspondence]  

[Body - detailed information, key points, and any actions required]  

[Closing - summarizing the message and expressing any additional thoughts 

or well wishes]  

Thank you for your attention to this matter. Should you have any 

questions, please do not hesitate to reach out.  

Sincerely,  

[Your Name]  

[Your Title]  

Gwinnett County [Department Name] 


