
``` 

[Your Call Sign] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Date] 

[Recipient's Call Sign] 

[Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Subject: [Subject of the Communication] 

Dear [Recipient's Name], 

[Body of the letter: Clearly state your message, including key details 

and any required information.] 

Thank you for your attention to this matter. 

73, 

[Your Call Sign] 

``` 


