
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Opening paragraph: State the purpose of the letter and any relevant 

information regarding the typing test.]  

[Body paragraph: Provide additional details about the typing test, such 

as date, time, location, and any requirements or materials needed.]  

[Closing paragraph: Offer any final thoughts or express appreciation for 

their consideration.]  

Sincerely,  

[Your Name]  

[Your Title or Position, if applicable] 


