
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Introductory paragraph: State the purpose of your letter and your 

relationship to the recipient.]  

[Body paragraph(s): Provide details, share your ideas, or express your 

request in a clear and concise manner.]  

[Closing paragraph: Summarize your points, express gratitude, or indicate 

the next steps.]  

Sincerely,  

[Your Name]  

[Optional: Your Title/Position]  

[Optional: Website or Portfolio Link] 


