
Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Title] 

[Company/Organization Name] 

Subject: Primary Intent Of This Letter 

Dear [Recipient Name], 

The primary intent of this letter is to formally communicate [state the core purpose or decision]. 

In accordance with [mention any relevant agreement, policy, or previous conversation], I am 

writing to ensure that [specific goal or outcome] is clearly established. This action is taken to 

address [reason for the letter] and to provide a clear record of our intentions regarding [specific 

project or issue]. 

The specific objectives we aim to achieve through this communication include: 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

I would appreciate your acknowledgement of this letter by [Insert Date]. If you require further 

clarification or wish to discuss this matter in more detail, please contact me at [Your Phone 

Number] or [Your Email Address]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 


