
[Your Name]  

[Your Title]  

[Your Department]  

[Organization Name]  

[Address Line 1]  

[Address Line 2]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Department]  

[Recipient's Organization]  

[Address Line 1]  

[Address Line 2]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: [Subject of the Letter]  

I am writing to you on behalf of the Organisation for Economic Co-

operation and Development (OECD) regarding [briefly state the purpose of 

the letter].  

[Provide more detailed information, including relevant background, 

context, or any specific requests. Use clear and concise language.]  

We appreciate your attention to this matter and look forward to your 

response. Please feel free to reach out if you require any further 

information or clarification.  

Thank you for your cooperation.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title]  

[Your Department]  

[Organization Name] 


