Your Name
Street address, Town, Postcode	phone  |  you@example.com

[Date]
[Recipient name]
[Title]
[Company]
[Street address]
[Town, Postcode]
Subject: [What this letter is about]
Dear [Recipient name],
Begin with the reason you are writing, in a sentence or two. A reader who knows why the letter has come reads the rest of it with that in mind.
Use the paragraphs that follow for the details: what has happened, what you are asking for or offering, and any dates, amounts or references the reader will need. Keep to one subject a paragraph.
End by saying what happens next and how the reader can reach you. Thank them for their time.
Yours sincerely,
Your Name
Your job title
Your Company Ltd  |  Registered in England and Wales, number 00000000  |  example.com
