[Your Name / Company]
[Street address] · [City, Postcode] · [Phone] · [E-mail]


[Recipient name]
[Company / organisation]
[Street address]
[City, Postcode]
[Date]
Re: [Subject of the letter]
Dear [Name],
I am writing to [state the purpose of your letter clearly in one sentence].
[Give the relevant background or details. Keep each paragraph to one idea and include any dates, reference numbers or documents the reader will need.]
[State what you would like the reader to do and by when, and how they can contact you.]
Thank you for your time and consideration. I look forward to hearing from you.
Yours sincerely,

______________________________
[Your name]
Blue highlighted text = replace with your own. Delete this note before printing.




