
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

Kenya Technical Teachers College (KTTC)  

[College Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: [Subject of the Letter]  

I hope this message finds you well.  

[Paragraph 1: Introduce yourself and the purpose of your letter.]  

[Paragraph 2: Provide detailed information regarding your request or the 

matter at hand.]  

[Paragraph 3: Conclude with a call to action or express appreciation.]  

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

prompt response.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position, if applicable] 


