
**QKA Letter Layout Options Template** 

--- 

**Option 1: Formal Block Letter** 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

[Body of the letter] 

Sincerely,  

[Your Name]  

[Your Title if applicable]  

--- 

**Option 2: Informal Personal Letter** 

[Your Name]  

[Date]  

Dear [Friend's Name],  

[Body of the letter] 

Best,  

[Your Name]  

--- 

**Option 3: Business Letter with Subject Line** 

[Your Name]  

[Your Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Subject: [Subject of the letter]  

Dear [Recipient Name],  

[Body of the letter] 

Best regards,  

[Your Name]  

[Your Title]  

--- 

**Option 4: Email Layout** 

Subject: [Subject Line]  

Dear [Recipient Name],  

[Body of the email] 

Thank you,  



[Your Name]  

[Your Title if applicable]  

[Your Contact Information]  

---  

**Option 5: Creative Letter Format** 

[Your Name]  

[Date]  

Hey [Recipient Name],  

[Body of the letter in a creative style] 

Cheers,  

[Your Name]  

---  

Feel free to select and customize any of the above layouts according to 

your needs! 


