Business Letter Format

[Yaur Name]

[Strast Addrass]

ICity, St Zip]

[Today's Date]

[Mame of Recipiznt]

[Title]

[Company]

[Address]

[City, St Tipl

Dear [Name of Recipiznt]: {f unknown, use To Whom k May Concemn:
[Shart intraduction paragraph, stating purpase]

[Addtional information]

[Closing information, summary or thank you as appropriate]
Sincerely,

[Sign here for letters sent by mail or fax]

[Your Nare]

[Title — i spplicable]

Enclosures: £
oC-



