
    Your Name 
Street Address 

                      City, State ZIP 
                     Phone number 

 
  Recipient Name 

                                    Title 
                                    Company Name 
                                    Street Address 
                                    City, State ZIP 

 
     Date 
 
 

Dear,         Recipient Name 
 
Body (2 paragraphs) 

 
 
 
 
 
 
 
 
 
 
 
 

Sincerely, 
             Your Signature 
 
 Your name typed 

     
     
     
     

      
      
      
      
      

    
 

              
              
              
              
              
              
              
              
              
               

 

      

    


