
**PBA Letter Format Sample** 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Organization/Company Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name], 

Subject: [Subject of the Letter] 

I hope this letter finds you well. I am writing to [briefly explain the 

purpose of your letter].  

[Provide detailed explanation or background information relevant to your 

request or subject].  

I would appreciate your attention to this matter and look forward to your 

response. Thank you for your time and consideration. 

Sincerely,  

[Your Name]  

[Your Position/Title, if applicable]  

[Your Organization, if applicable]  

--- 

**PBA Letter Format Sample (Formal)** 

[Your Name]  

[Your Title/Position]  

[Your Company/Organization]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company/Organization]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name], 

I am writing to formally [state the purpose of the letter].  

[Provide specific information, details, or requests that pertain to your 

topic].  

Please let me know if you need any further information or clarification 

regarding this matter.  

Thank you for your prompt attention to this issue. 

Best regards,  

[Your Name]  

[Your Position/Title]  

[Your Company/Organization] 


