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Business Letter - Template

Your Name

Your address

Date

Recipient's Name

Address

Dear ___________,

This is where you will type your letter. You will begin by introducing yourself (if need be) and what it is you are writing this letter for. Your introduction can be a few sentences.

Your next paragraph is to give additional information about why you are writing this letter or any information you feel this person needs to know. Remember to stay on topic and always write professionally.

Your last paragraph should be a “call to action” where you drive home what it is you are asking of this person or whatever the purpose is of writing your letter.

Thank you,

Your signature

Your Name

[image: image2.png]


Composing A Business Letter - Independent Practice
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Composing A Business Email - Independent Practice


