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Note: All red text should be replaced/removed. Use Times New Roman throughout. Be concise, organized and to the point. Use active voice and Standard English sentence order (subject-verb-object). Use short words. Keep to one-page in length if possible. Avoid jargon. Use “I”, “you”, and “we” as subject of sentences vs “this office” “all individuals,” etc.
Insert date when final (Month day, year)
Name or Entity
Address
City, State & Zip Code

Re: State the subject. Be specific. Approximately two lines.
Salutation: Capitalize first letter of first word as well as surname such as “Dear Mr. …” followed by a colon. If addressed to a group of individuals, refer by name such as “Dear Gentlemen:”
Body: Organize the material in order of importance (most to least important). The reader should be able to quickly single out what is most important for him/her to know. 
Complimentary Close: Use reference such as Sincerely or Thank You.
Signature Line: Signer’s name followed by functional title
(insert signature)
Title
Enclosures: if applicable, number and describe briefly.
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