
[Employee Name] 

[Employee Job Title] 

[Employee Phone Number] 

[Employee Email]  

[Date]  

[Recipient Name] 

[Recipient Job Title] 

[Company Name] 

[Recipient Address] 

[City, State, Zip Code]  

Dear [Recipient Name], 

[Insert the body of your letter here. Explain the purpose of your communication clearly and 

concisely.]  

[Insert any additional details or closing remarks.]  

Sincerely, 

[Signature] 

[Employee Name]  


