Business Letter Template
[Your Name]
[Your Title]
[Your Company Name]
[Company Address]
[City, State, ZIP Code]
[Phone Number]
[Email Address]
[Date]

[Recipient Name]
[Recipient Title]
[Recipient Company Name]
[Recipient Address]
[City, State, ZIP Code]

Subject: [Brief Subject of the Letter]

Dear [Recipient Name],
[Begin with a courteous opening. State the purpose of your letter clearly in the first paragraph.]
[In the following paragraphs, provide any necessary details, context, or supporting information to explain your purpose.]
[If you are requesting something from the recipient, clearly state your request and provide any relevant deadlines or instructions.]
[Close by summarizing the key points or reiterating your main message. Offer to provide further information if needed and express thanks for their time.]

Sincerely,
[Your Name]
[Your Title]
[Your Company Name]




