
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

Greetings in the name of our Lord and Saviour. 

I trust that this missive findeth thee in good health and high spirits. 

As it is written in the Book of Proverbs, "A word fitly spoken is like 

apples of gold in pictures of silver" (Proverbs 25:11). Thus, I beseech 

thee to lend thine ear to the matter I wish to present. 

[Here, clearly state the purpose of your letter. Provide relevant details 

and ensure clarity.] 

In closing, I thank thee for thy consideration and look forward to thy 

response. May the Lord bless thee abundantly. 

Yours sincerely, 

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position (if applicable)] 


