
Your Company Name 

Your Address 

City, State, ZIP 

Email: info@yourcompany.com 

Phone: (123) 456-7890 

October 10, 2023 

Recipient Name 

Recipient Title 

Recipient Company 

Recipient Address 

City, State, ZIP 

Dear [Recipient Name], 

We are writing to inform you about [the purpose of the letter]. [Further details 
about the subject matter]. 

We appreciate your attention to this matter and look forward to your response. 

Sincerely, 

Your Name 

Your Title 

Your Company 


