Your Name]

Your Address]

City, State, Zip Code]
Email Address]

Phone Number]

Recipient's Name]
Recipient's Position]
Company's Name]
Company's Address]
City, State, Zip Code]
Dear [Recipient's Name],

I am writing to [state the purpose of the letter, e.g., apply for a

position, follow up on a meeting,
[Paragraph detailing your main points
[Additional details or information to

.

or reasons].

support your main points].

I appreciate your time and consideration. I look forward to

or any expected response].
Thank you for your attention.

Sincerely,
[Your Name]

[next steps



