PROFESSIONAL BUSINESS LETTER TEMPLATE

[LETTERHEAD OR SENDER COMPANY NAME]
[SENDER STREET ADDRESS]
[SENDER CITY, STATE, ZIP CODE]
[SENDER PHONE NUMBER]
[SENDER EMAIL ADDRESS]

[DATE]

[RECIPIENT NAME]
[RECIPIENT TITLE]
[RECIPIENT COMPANY NAME]
[RECIPIENT STREET ADDRESS]
[RECIPIENT CITY, STATE, ZIP CODE]

RE: [SUBJECT OF LETTER]

[SALUTATION] [RECIPIENT LAST NAME],

[OPENING PARAGRAPH: STATE THE PURPOSE OF THE LETTER AND PROVIDE BRIEF CONTEXT.]

[BACKGROUND PARAGRAPH: PROVIDE RELEVANT FACTS, DATES, PRIOR COMMUNICATIONS, OR AGREEMENTS.]

[MAIN BODY PARAGRAPH: EXPLAIN THE REQUEST, PROPOSAL, DECISION, OR ACTION BEING COMMUNICATED.]

[DETAILS PARAGRAPH: INCLUDE SPECIFIC TERMS, DEADLINES, AMOUNTS, CONDITIONS, OR NEXT STEPS.]

[CLOSING PARAGRAPH: STATE THE DESIRED RESPONSE OR ACTION AND PROVIDE A DEADLINE IF APPLICABLE.]

[OPTIONAL COURTESY PARAGRAPH: EXPRESS APPRECIATION OR WILLINGNESS TO DISCUSS FURTHER.]

Sincerely,

[SIGNATURE]

[SENDER NAME]
[SENDER TITLE]
[SENDER COMPANY NAME]

Enclosures: [LIST OF ENCLOSURES]

cc: [CC RECIPIENT NAME AND TITLE]
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