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Letterhead (Company Name)
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Address

Town
Postcode
SL/your initials (Reference)
Today’s date (use Insert Menu – Date and Time)
Name and

Address of

the addressee (take a new line for each part of the address)
Dear Mr X/Sir (Salutation)
WHAT THIS LETTER IS ABOUT (Subject Heading)
Paragraph 1

Display/Table

Paragraph 2

Yours sincerely/faithfully (Complimentary Close)
Name of Person Signing

Job Title (Designation)
Enc

