
[Your Name]  

[Your Address]  

[City, Postcode]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company Name]  

[Company Address]  

[City, Postcode]  

Dear [Recipient Name],  

[Subject/Opening paragraph: Brief introduction of the purpose of the 

letter.]  

[Body paragraph 1: Detailed information or context related to the 

purpose.]  

[Body paragraph 2: Additional information, points, or arguments 

supporting your case.]  

[Closing paragraph: Summarise your message and suggest next steps or 

actions required.]  

Yours sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Typed Name]  

[Your Position (if applicable)] 


