
 

[Name] 
[Title] 
[Company] 
[Street Address] 
[City, St Zip] 

Insert Logo Here 

 
 
 
[Today’s Date] 
 
[Name of Recipient] 
[Title] 
[Company] 
[Address] 
[City, St Zip] 
 
Dear [Name of Recipient]:  
 
 
 
 
 
 
Sincerely, 
 
 
[Name] 
[Title] 
 
 
Enclosures: # 
CC:  


