
Response Letter 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Date] 

[Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

Thank you for your letter dated [insert date of received letter]. I appreciate you reaching out to 

me regarding [insert subject]. 

In response to your queries, I would like to clarify that [insert response details]. I believe this 

will help in understanding [insert any additional information]. 

Should you have any further questions or require additional information, please feel free to 

contact me at [your phone number] or [your email]. 

Thank you once again for your thoughtful communication. 

Sincerely, 

[Your Name] 


