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[Month Day, Year]

[Recipient Name]
[Title]
[Company Name]
[Street Address]
[City, State ZIP]

Subject: [Letter subject]
Dear [Recipient Name],
Thank you for your interest in [Company Name]. This letterhead template gives every letter, quotation and notice you send a consistent, professional look. Replace the logo, company name and contact details in the header and footer once, save the file, and use it as your master copy.
Type your message in this area. Keep paragraphs short, use a clear subject line and finish with a call to action or next step. The header and footer repeat automatically on every page, so longer letters stay branded from start to finish.
If you have any questions, please contact me at the phone number or email address below.
Sincerely,
[Your Name]
[Your Title]
[Company Name]
Company Reg. No. 00000000  •  Tax / VAT ID: XX-0000000  •  Directors: [Name], [Name]
Offices in [City]  |  [City]  |  [City]
image1.png








