
[Your Name]  

[Your Title]  

[Your Company]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

[Introductory paragraph - Briefly introduce the purpose of the letter.]  

[Body paragraph 1 - Provide context and details regarding the issue of 

hyphenation.]  

[Body paragraph 2 - Discuss any potential implications or solutions 

related to hyphenation.]  

[Closing paragraph - Encourage a response or action if needed and express 

appreciation.]  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company] 


