
### Template 1: Formal Business Letter 

``` 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

[Introductory Paragraph: State the purpose of your letter.] 

[Body Paragraphs: Provide details, context, or explanation related to the 

purpose.] 

[Closing Paragraph: Summarize your message or state your anticipated 

response.] 

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

``` 

### Template 2: Cover Letter 

``` 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Hiring Manager's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [Hiring Manager's Name], 

I am writing to express my interest in the [Job Title] position listed at 

[Where You Found the Job Posting].  

[First Body Paragraph: Introduce yourself and your background relevant to 

the position.] 

[Second Body Paragraph: Highlight your skills and accomplishments that 

make you a strong candidate.] 

[Third Body Paragraph: Mention how you align with the company's values 

and goals.] 

Thank you for considering my application. I look forward to the 

opportunity to discuss my candidacy further. 

Best regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

``` 

### Template 3: Thank You Letter 

``` 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  



[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

I wanted to take a moment to express my gratitude for [specific reason].  

[Additional Paragraph: Elaborate on why you are thankful and include any 

specific details about the experience.] 

I truly appreciate your [mention positive qualities or contributions] and 

look forward to [future interaction, if applicable]. 

Warm regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

``` 

### Template 4: Invitation Letter 

``` 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

You are cordially invited to [Event Name] on [Date] at [Time].  

[Details about the event: location, purpose, what to bring, etc.] 

We hope you can join us for a memorable occasion. 

Best,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

``` 


