
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. As a follow-up to our recent discussion, I am writing to 

provide you with the supporting materials related to [brief description of the purpose, e.g., "the 

project proposal" or "my application"]. 

Attached to this letter, you will find: 

• [Description of document 1] 

• [Description of document 2] 

• [Description of document 3] 

If you have any questions or need further information, please do not hesitate to reach out. I look 

forward to your feedback. 

Thank you for your time and consideration. 

Sincerely, 

[Your Name] 


