
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Organization Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: [Subject of the Response]  

I hope this letter finds you well. I am writing to respond to [specific 

matter or communication], which I received on [date of the original 

correspondence]. 

[Body of the letter - clearly state your response, include any necessary 

details or clarifications, and address any questions or concerns raised 

in the original communication.] 

Thank you for your attention to this matter. I look forward to [any next 

steps, if applicable]. 

Sincerely,  

[Your Name]  

[Your Title/Position, if relevant] 


