

[Recipient’s full name]	2	[Month Day, Year]



[Month Day, Year]


[Mr./Ms./Dr./Honorable/etc.] [Recipient’s full name]
[Position or Role], [Company or Organization]
[Street Address]
[City or Town], [State name (not abbreviation)]  [ZIP code]


Re: [Subject with Caps as in This Example]


Dear [Mr./Ms./Dr./Honorable/etc.] [Recipient’s last name]:

[Write letter here. Style: Normal]

[Continue letter here. Style: Normal]

[Continue letter here. Style: Normal]

[Continue letter here. Style: Normal]

[Continue letter here. Style: Normal]

Sincerely,



[Your First Name] [Your Middle Initial] [Your Last Name]
[Your Role or Position]
[Your Group’s Name or the Agency Name]


Enclosure [OR] Enclosures [N]


cc:	[First Initial] [Last Name], [Organization abbreviated][Shift+Enter]
[First Initial] [Last Name], [Organization, abbreviated]




