
Business Letter Template 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

 

[Date] 

 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company Name] 

[Recipient's Address] 

[City, State, ZIP Code] 

 

Subject: [Subject of the Letter] 

Dear [Recipient's Name/To Whom It May Concern], 

I hope this message finds you well. [Start with a polite opening and state the purpose of 

your letter clearly, e.g., introducing your company, making a request, or addressing a 

specific issue.] 

[Provide necessary details or context to support your purpose. Be concise and ensure your 

points are organized logically, using paragraphs to separate ideas.] 

[If applicable, include any specific requests, deadlines, or actions needed from the recipient. 

Ensure your tone remains professional and courteous.] 

[Conclude by summarizing the main points, expressing gratitude, or inviting further 

communication. For example, 'Thank you for your time and consideration. I look forward to 

your response.'] 

 

Sincerely, 

[Your Full Name] 

[Your Job Title] 

[Your Contact Information] 

 

Enclosures: [List any documents included with the letter, if applicable] 


