
Your Name
Position

Institution
you@example.com

September 12, 2026

Recipient Name
Position / Office
Institution

Dear Recipient Name,

I am writing regarding subject or purpose of the letter.

This paragraph should provide the essential context in a concise and professional way. Include
relevant dates, project names, institutional details, or references as needed.

A second paragraph can state the requested action, confirmation, invitation, or supporting infor-
mation. Keep the wording direct and specific.

Thank you for your attention to this matter. Please feel free to contact me if any additional
information is required.

Sincerely,

Your Name
Position, Institution

mailto:you@example.com

