[COMPANY NAME]

[Department Name - Human Resources]
[Street Address]

[City, State, Zip Code]

[Phone Number] | [Email Address] | [Website]

[Date]

[Recipient Name]

[Recipient Title/Job Position]
[Recipient Address]

[City, State, Zip Code]

RE: [Subject of the Letter]
Dear [Recipient Name],

[Opening paragraph: State the purpose of the letter clearly.]

[Main body paragraph: Provide detailed information, facts, or instructions. Use bullet points if
necessary for clarity.]

[Closing paragraph: Include any deadlines, contact information for questions, or required next
steps. ]

Sincerely,

[Signature]
[Sender Name]
[Sender Title]
[Company Name]

[Company Registration Number / Confidentiality Disclaimer if applicable]



