
**HP Printer Letter Style Guide Template** 

--- 

**[Company Letterhead]** 

[Date] 

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

[Introductory Paragraph: Briefly introduce the reason for the letter and 

state the purpose clearly.] 

[Body Paragraph 1: Provide more detailed information, supporting details, 

or background information related to the purpose.] 

[Body Paragraph 2: Continue with any additional relevant information, 

data, or arguments to reinforce your message.] 

[Closing Paragraph: Summarize the main points and include a call to 

action or next steps.] 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Company]  

[Your Contact Information]  

---  

**Important Formatting Guidelines:** 

- Font: [Recommended font style and size] 

- Margins: [Specify margin sizes] 

- Spacing: [Specify line spacing preference] 

- Alignment: [Indicate if left-aligned or justified] 

- Signature: [Handwritten signature space if needed] 

---  

**Note: Adjust sections as necessary to fit specific communication 

needs.** 


