
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to you regarding 

[specific purpose or matter]. As stated in the King James Version of 

Proverbs 16:3, "Commit thy works unto the Lord, and thy thoughts shall be 

established." This principle guides my approach to [specific intention 

related to the business matter].  

[Elaborate on the main issue, proposal, or request. Provide any necessary 

details or context.]  

I believe that by working together, we can achieve a positive outcome. I 

look forward to your response and hope to discuss this matter further.  

Thank you for your time and consideration.  

Sincerely,  

[Your Name]  

[Your Title] (if applicable)  

[Your Company Name] (if applicable) 


