[Sender Name]
[Company or Organization]
[Street address]
[City, Province or State, Postal code]

[Date]

[Recipient Name]
[Title]
[Company or Organization]
[Street address]
[City, Province or State, Postal code]

Re: [Subject of the letter]

Dear [Recipient Name],
[Opening paragraph: state the purpose of your letter clearly in one or two sentences.]
[Body paragraph: give the details, background or reasons. Keep paragraphs short and stick to one idea in each.]
[Closing paragraph: state what you would like to happen next, and by when if relevant. Offer your contact details.]
Yours sincerely,


[Sender Name]
[Title]

Enclosures: [list any attachments]
