
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date] 

[Recipient's Name]  

[Recipient's Address]  

[City, State, ZIP Code]  

Subject: [Subject of the Letter] 

Dear [Recipient's Name], 

I am writing to [state the purpose of the letter, e.g., formally address 

an issue, provide information, request action, etc.].  

[Include a detailed explanation of the matter, including any relevant 

dates, incidents, or agreements. Use clear and concise language.] 

I kindly request that [state your request or the action you are asking 

the recipient to take].  

Please respond by [mention a specific date if applicable] to ensure that 

this matter is resolved promptly. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name]  

[Your Title, if applicable]  

[Your Organization, if applicable]  

[Enclosures: if there are any documents included]  

[CC: if you are sending copies to others] 


