Business Letter
Replace bracketed fields with your own details. Delete guidance that does not belong in the finished document.
[Sender name]
[Organization]
[Address]
[Date]
[Recipient name and address]
Dear [Recipient],
I am writing regarding [Subject]. We would like [Specific request] by [Date] so that [Reason]. Relevant background is [Brief context].
Please send [Required information] to [Contact]. If you need clarification, I can be reached at [Contact details]. Thank you for your attention.
Sincerely,
[Name and title]




