
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip]  

[Email Address]  

[Phone Number]  

[Date]  

[Client's Name]  

[Client's Position]  

[Client's Company]  

[Client's Address]  

[City, State, Zip]  

Dear [Client's Name],  

I hope this message finds you well.  

[Briefly state the purpose of your letter, such as following up on a 

project, addressing a concern, or providing information.] 

[Provide any necessary details or context.] 

[Include a call to action or next steps, if applicable.] 

Thank you for your attention. I look forward to your response.  

Best regards,  

[Your Name]  

[Your Position] 


