Your Address]

City, Postal Code]

Date]

Recipient's Name or Title]

Recipient's Address]

City, Postal Code]

Dear [Recipient's Name or Titlel],

[Introduction: State the purpose of your letter]
[Body: Provide details and relevant information]
[Conclusion: Summarize your message or make a request]
Yours sincerely, / Yours faithfully,

[Your Name]

—



