
Your Company Name 

Your Company Address 

City, State, Zip Code 

Phone Number 

Email Address 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Job Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

[Insert the body of the letter here. This is where you state your purpose for writing 
and any important details that the recipient needs to know.] 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 


