
[Your Name]  

[Your Position]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Subject: [Subject of Report]  

Dear [Recipient Name],  

I am writing to present the report titled "[Title of Report]" which 

covers [brief description of the report's content or purpose].  

[Provide a brief introduction or background information relevant to the 

report.]  

The key findings of the report include:  

1. [Finding 1]  

2. [Finding 2]  

3. [Finding 3]  

[Add any necessary details or discussion points, including methodology, 

analysis, and recommendations if applicable.]  

Please find the full report attached for your review. If you have any 

questions or require further information, feel free to contact me.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Position] 


