
[Your Company Letterhead] 

[Date] 

[Recipient Name]  

[Recipient Title]  

[Company Name]  

[Company Address]  

[City, Province, Postal Code]  

Dear [Recipient Name], 

Subject: [Subject of the Letter] 

[Opening paragraph - Introduce the purpose of your letter.] 

[Body paragraph - Provide details about your message or request.] 

[Closing paragraph - State any actions required or express appreciation.] 

Thank you for your attention to this matter. I look forward to your 

response. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Company]  

[Your Contact Information]  

[Company Website] (if applicable)  

[Optional Enclosure: list of enclosed documents if any] 


