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	Body: [Sender Name]
[Company name]
[Mailing address]
[City], [State] [ZIP]
 
[Month, day, year]
 
[Addressee name], [Job title]
[Company name]
[Mailing address]
[City], [State] [ZIP]
 
[Insert greeting (Mr./Ms./Title Last Name)]:
 
[Introductory paragraph goes here. It should be a few sentences designed to capture the
reader’s attention and let them know the purpose of the letter.]
 
[Body paragraph 1. This should focus on a single topic related to the purpose of your letter.
Some letters only need one body paragraph, while others need more than one. Let the subject
matter of the letter dictate how many paragraphs you include.]
 
[Body paragraph 2 (optional). Include this paragraph, and other body paragraphs, only if
needed. Leave a blank line between each paragraph in the letter.]
 
[Concluding paragraph. Bring the letter to a close. Thank the reader for their time and attention, and clearly describe any action the individual needs to take and by when. Share details on how to reach you via phone and/or email.]
 
[Insert complimentary close, such as “Regards” or “Sincerely,”
 
[Sign your name here]
 
[Your Full Name, Job Title]


