Formal Letter to Business

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Date]

[Recipient’s Name]
[Recipient’s Job Title]
[Business Name]
[Business Address]

[City, State, Zip Code]

Dear [Mr./Ms./Dr. Recipient’s Last Name],

| am writing to you on behalf of [mention your purpose or affiliation, such as your company or position] regarding
[briefly state the reason for your letter, such as a business inquiry, partnership proposal, complaint, or feedback]. |

have chosen to reach out because [explain why you are contacting this specific business or individual].

[In the next paragraph, provide additional details relevant to your purpose. Explain the context of your inquiry or
request, or outline the specifics of your proposal. If applicable, include any supporting information or examples that

will help clarify your point.]

| would be grateful if you could [mention any specific action you would like them to take, such as a response to your
inquiry, a follow-up meeting, or an update on a request]. | believe that addressing this matter will be mutually

beneficial and help us move forward positively.

Thank you very much for your time and consideration. Please feel free to contact me at [your phone number] or via

email at [your email address] should you need any further information or wish to discuss this matter in more detail.

Sincerely,

[Your Signature (if sending a hard copy)]
[Your Name]

[Your Position, if applicable]
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