
Your Name 

Your Address 

City, State, Zip Code 

Email Address 

Phone Number 

Date 

Recipient's Name 

Recipient's Title 

Company Name 

Company Address 

City, State, Zip Code 

Dear [Recipient's Name], 

[Opening Paragraph: Introduction of the purpose of the letter] 

[Second Paragraph: Details and supporting information] 

[Final Paragraph: Call to action or closing thoughts] 

Sincerely, 

Your Name 


