

Your Name
Your Return Address
Your City, Your State  ZIP
Your email address and/or phone number


Today’s Date




Who are you Writing To?, Title
Company
Sendee Address
City, State ZIP




RE: this line is optional


Dear Sir/Madame/Name/To whom it may concern:

Here you should include the text of your letter.  You can go on as long as you like.  Be humorous if you want.  When you are finished, add spaces as needed between addresses and dates, etc. to space the letter over the whole page.  Some things to remember: If you use letterhead, you don’t need a return address, so begin at the Date line.  States don’t get periods in the abbreviations.  Letters are best when they are personal.  Use your merge fields to include names in the salutation (use generic ones only when a name is not known), and consider including the company name in the body of the paragraph.  And of course, don’t forget to spell and grammar check!  You know what they say about first impressions!

Closing Salutation,






Your Name
