**Template Example 1: Formal Business Correspondence**
[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Date]

[Recipient's Name]

[Company Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to inform you about
[specific reason for correspondence].

[Detail your message, provide necessary information, and include any
action items or requests.]

Thank you for your attention to this matter. I look forward to your
prompt response.

Sincerely,

[Your Name]

[Your Job Title]

**Template Example 2: Informal Personal Correspondence**

[Date]

Dear [Friend's Name],

I hope you're doing great! I just wanted to reach out and share some
exciting news about [specific news or update].

[Include personal anecdotes, updates on mutual friends or events, or any
other relevant information.]

Can't wait to catch up soon! Let's plan something.

Best,

[Your Name]

**Template Example 3: Official Government Correspondence**

[Your Name]

[Your Address]

[City, State, Zip Code]

[Date]

[Office/Department Name]

[Office Address]

[City, State, Zip Code]

Dear [Official's Name or Title],

I am writing to bring to your attention [specific issue or request].
[Explain the context and reason for your correspondence, and include any
supporting details or documentation if necessary.]

Thank you for your consideration. I look forward to your reply.
Sincerely,

[Your Name]

[Your Contact Information]

**Template Example 4: Letter of Complaint**

[Your Name]

[Your Address]

[City, State, Zip Code]

[Date]



[Company/Service Provider Name]
[Company Address]

[City, State, Zip Code]

To Whom It May Concern,

I am writing to formally file a complaint regarding

incident].
[Describe the situation in detail, including dates and any previous

communication regarding the complaint.]

I hope for a swift resolution to this matter and appreciate your
attention to this issue.

Sincerely,

[Your Name]

[Your Contact Information]

[specific issue or



