Template for Non-Letterhead Business Letters

123 Main Street
Thistown, FL 33333
Month, DA, 20XX

Recipient’s Title, First and Last Name
Their Street Address
City, ST ZIP


Dear Mx. First Last:

The first paragraph should be clear and to the point, explaining the purpose of the letter and providing the main elements of the message.

The second paragraph (if needed) should fill in any details and provide clarification if any is required.

The third paragraph should end with a summary of the issue, information on how they can respond and a courteous closing to the document.

Closing*,



Name of Sender
Name of Company


*Common acceptable closings are “Sincerely”, or “Yours truly”… business letters should focus on form, not originality.

There should be zero errors… proof your work carefully prior to submission.
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