
**ZRS Management Internal Letter Guidelines Template** 

--- 

**[Your Name]**  

**[Your Position]**  

**[Department/Team]**  

**[Date]**  

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

**Subject:** [Subject of the Letter]  

--- 

**Introduction**  

- Begin with a brief greeting.  

- State the purpose of the letter clearly. 

--- 

**Body**  

1. **Main Point 1**  

 - Detail the first key message or update.  

 - Include any relevant data or examples. 

2. **Main Point 2**  

 - Address the second key message or update.  

 - Provide supporting information as needed. 

3. **Next Steps**  

 - Outline any actions required from the recipient or next steps in the 

process. 

--- 

**Conclusion**  

- Thank the recipient for their attention.  

- Offer to discuss further if needed and provide contact information. 

--- 

**Best Regards,**  

[Your Name]  

[Your Position]  

[Your Contact Information]  

--- 


