
**WLS Communication Template** 

--- 

**Subject:** [Subject of Communication]  

**To:** [Recipient's Name]  

**From:** [Your Name]  

**Date:** [Current Date]  

**CC:** [Optional CC List]  

--- 

**Dear [Recipient's Name],** 

**Introduction:**  

[Briefly introduce the purpose of this communication.] 

**Main Content:**  

- **Point 1:** [Detail the first main point or update.] 

- **Point 2:** [Detail the second main point or update.] 

- **Point 3:** [Detail additional points as necessary.] 

**Action Items:**  

- [List any action items or requests for the recipient.] 

**Closing:**  

[Encourage follow-up questions or further discussion.] 

**Best regards,**  

[Your Name]  

[Your Position]  

[Your Contact Information]  

[Your Company/Organization]  

---  

**Attachments:** [List any attached documents (if applicable)] 


