	[Recipient’s name inc. title]

[Address line 1]
[Address line 2]

[Address line 3]

[Address line 4]

[Address line 5]
	[Your name inc. title]

[Address line 1]

[Address line 2]

[Address line 3]

[Address line 4]

[Address line 5]


Dear Mr/Mrs Surname [Replace with ‘Sirs’ if recipient’s name is not known],

[Body text]

Yours Sincerely [Replace ‘Sincerely’ with ‘Faithfully’ if you used ‘Dear Sirs’],
[Leave space for your signature]

[Type your full name]

