
Your Company Name 

Address Line 1 

Address Line 2 

City, State, Zip 

Email: info@yourcompany.com 

Phone: (123) 456-7890 

Recipient Name 

Recipient Address Line 1 

Recipient Address Line 2 

City, State, Zip 

Date:  

Dear , 

This is the body of the letter where you can include the message you want to convey. 

Sincerely, 

Your Name 

Your Position 

Thank you for your consideration. 

 


