
[Your Organization's Letterhead] 

[Date] 

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name], 

Subject: [Subject of the Letter] 

[Opening paragraph: Brief introduction and purpose of the letter.] 

[Second paragraph: Detailed information regarding the topic, ensuring 

compliance with MHSA guidelines. Include relevant policies, services 

offered, and any necessary compliance statements.] 

[Third paragraph: Call to action or next steps, if applicable. Provide 

contact information for further questions or clarification.] 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Phone Number]  

[Your Email Address]  

[Optional: Enclosures or CC if applicable] 


