
[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this letter finds you well.  

I am reaching out to share some valuable tips on hyphenation that can 

enhance your marketing materials. Proper hyphenation not only improves 

readability but also elevates your brand's professionalism. Here are a 

few key points to consider:  

1. **Compound Adjectives**: Use hyphens in compound adjectives when they 

appear before a noun. For example, "state-of-the-art technology" or 

"high-quality service."  

2. **Numbers**: Hyphenate numbers when they are used as adjectives. For 

instance, "twenty-four-hour support" or "two-thirds majority."  

3. **Clarity**: When combining words for clarity, hyphenate them to avoid 

ambiguity. For example, "re-sign" avoids confusion with "resign."  

4. **Consistency**: Ensure that you maintain consistent use of 

hyphenation throughout your documents, which helps establish a cohesive 

brand voice.  

5. **Review and Edit**: Always double-check your materials for correct 

hyphenation to uphold your brand's credibility.  

I hope you find these tips helpful for your marketing efforts. If you 

need any further assistance or would like to discuss this in more detail, 

please feel free to reach out.  

Best regards,  

[Your Name]  

[Your Title]  

[Your Company Name] 


