
[Your Name]  

[Your Address]  

[City, Postcode]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company Address]  

[City, Postcode]  

Dear [Recipient's Name],  

[Opening Paragraph: Briefly introduce yourself and state the purpose of 

the letter.]  

[Main Body: Expand on your purpose, providing necessary details and any 

relevant information.]  

[Closing Paragraph: Summarize your main points and state any action you 

would like the recipient to take or any follow-up you will make.]  

Yours sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Typed Name] 


