
[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this letter finds you well. I am writing to [briefly state the 

purpose of your letter, e.g., follow up on our previous conversation, 

propose a new business opportunity, etc.].  

[In this paragraph, provide more detailed information about your proposal 

or the subject matter. Include any relevant data, context, or specifics 

that the recipient should know.]  

I would appreciate the opportunity to discuss this further with you. 

Please let me know a convenient time for us to meet or have a call.  

Thank you for considering my request. I look forward to your positive 

response.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position]  

[Your Company Name] 


