
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Opening paragraph: Briefly introduce yourself and the purpose of the 

letter.]  

[Middle paragraph(s): Share engaging content, include personal anecdotes, 

testimonials, or statistics that highlight the benefits of WFG.]  

[Call to action: Invite them to take a specific action, whether it's 

scheduling a meeting, attending an event, or visiting a website.]  

[Closing statement: Express appreciation for their time and 

consideration.]  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title, if applicable]  

[Your Company Name, if applicable]  

[Optional: P.S. with a memorable statement or offer.] 


