
Formal Business Cover Letter Example

[Your Name]
[Your Designation]
[Your Company Name]
[Your Address]
[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

[Recipient's Name]
[Their Company Name]
[Address]
[City, State, Zip Code]

Dear [Recipient’s Name],

I am reaching out formally to discuss [specific business matter or position]. Given
the stature and reputation of [Their Company Name], I believe that our collaborative
endeavors can be mutually beneficial.

Awaiting your valued response.

Yours sincerely,

[Your Name]


