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Professional Business Letter Templates
This document provides a variety of formal letter formats commonly used in business communications. Replace the bracketed placeholders with your own details. Maintain consistent margins, fonts and spacing for a polished appearance.
1. Formal Business Letter (Block Format)
[Your Company Letterhead]
[Date]
[Recipient’s Name]
[Title]
[Company Name]
[Street Address]
[City, State ZIP]
Dear Mr./Ms. [Last Name]:
Opening paragraph – state your purpose clearly and concisely. Reference any previous correspondence or meeting if applicable.
Body paragraph(s) – provide details, explanations or arguments. Use clear, professional language. Break into multiple paragraphs if needed for different points.
Closing paragraph – summarise key points, state any required action and indicate next steps or follow‑up.
Sincerely,
[Your Signature]
[Your Typed Name]
[Your Title]
[Your Email]
[Your Phone]
Enclosures: [List if applicable]
CC: [List if applicable]

2. Modified Block Format
                                        [Your Company]
                                        [Your Address]
                                        [City, State ZIP]
                                        [Date]

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

Dear [Name]:

Body of letter – paragraphs are left‑aligned but the closing is right‑aligned.

                                        Respectfully yours,

                                        [Signature]
                                        [Your Name]
                                        [Title]

3. Complaint Letter
[Date]
Customer Service Department
[Company Name]
[Address]
RE: [Account/Order/Reference Number]
Dear Sir or Madam:
I am writing to express my dissatisfaction with [specific product/service] that I [purchased/received] on [date]. Describe the problem factually and chronologically. Include what you ordered or expected, what you received or experienced, any attempts to resolve the issue and the impact on you or your business.
To resolve this matter, I would appreciate [specific action: refund, replacement, credit, etc.]. Enclosed are copies of receipts, warranty information or correspondence supporting my claim.
I look forward to your response within [timeframe, e.g. 10 business days]. If I do not hear from you, I will [next action, e.g. contact the Better Business Bureau].
Thank you for your prompt attention to this matter.
Sincerely,
[Your Name]

4. Letter of Recommendation
[Date]
To Whom It May Concern:
It is my pleasure to recommend [Full Name] for [position/opportunity].
Paragraph 1: Explain how you know the person, for how long and in what capacity.
Paragraph 2: Describe specific skills, accomplishments and qualities with examples.
Paragraph 3: Highlight additional strengths and how they would benefit the new role.
[Name] would be an asset to any organisation. I give my highest recommendation without reservation. Please feel free to contact me if you need additional information.
Sincerely,
[Your Name and Title]
[Contact Information]

5. Thank You Letter
[Date]
Dear [Name]:
I want to express my sincere appreciation for [specific reason].
Elaborate on why you’re grateful and the impact of their action, gift or time. Mention specific details that show you paid attention.
Thank you again for [restate the reason]. Your kindness, generosity or support means a great deal.
Warm regards,
[Your Name]

6. Apology Letter
[Date]
Dear [Name]:
Please accept my sincere apologies for [specific incident/mistake].
Acknowledge what went wrong without making excuses. Explain any context if relevant but take responsibility. Describe steps taken to prevent recurrence.
I value our relationship or partnership and hope you will accept my apology. Please let me know if there is anything I can do to make this right.
Sincerely,
[Your Name]

7. Cover Letter
[Date]
Hiring Manager
[Company Name]
[Address]
Dear Hiring Manager:
I am writing to express my strong interest in the [Position Title] role at [Company Name], as advertised on [where you found it].
Paragraph 1: Explain why you are interested and provide a brief overview of your qualifications.
Paragraph 2: Highlight specific experiences and achievements relevant to the role.
Paragraph 3: Explain why this company interests you and how you can contribute.
I would welcome the opportunity to discuss how my skills and experience align with your needs. Thank you for considering my application.
Sincerely,
[Your Name]
Attachments: Resume, References

8. Announcement Letter
[Date]
Dear [Stakeholder Group]:
We are pleased to announce [news/change/event].
Provide key details: who, what, when, where and why. Explain the impact or benefits. Include any action required from recipients.
We look forward to [future state/event]. If you have any questions, please contact [name] at [contact info].
Best regards,
[Your Name]

9. Request Letter
[Date]
Dear [Name]:
I am writing to request [specific request stated clearly].
Provide background and context. Explain why this request is important or necessary. Include any supporting details or documentation.
I would appreciate your response by [date] as [reason for timeline]. Thank you for considering this request.
Respectfully,
[Your Name]

10. Resignation Letter
[Date]
[Supervisor’s Name]
[Title]
[Company Name]
Dear [Supervisor’s Name]:
Please accept this letter as formal notification of my resignation from my position as [Your Job Title] with [Company Name]. My last day of work will be [Date].
(Optional) Provide a brief, positive reason for leaving. Express gratitude for the opportunities you’ve had during your time at the company and commit to making the transition as smooth as possible by specifying any planned transition activities.
Thank you for your support and understanding.
Sincerely,
[Your Name]

Formatting Guidelines
· Margins: 1 inch on all sides

· Font: Times New Roman 12 pt or Arial 11 pt

· Spacing: Single‑spaced within paragraphs; double‑spaced between paragraphs

· Alignment: Left‑aligned (except modified block format)

· Paper: Standard 8.5” × 11” white paper
Tone Tips
· Maintain a professional yet personable tone.

· Be clear and concise.

· Stay positive when possible.

· Use action‑oriented language.

· Always remain respectful.
Proofreading Checklist
· ☐ Correct recipient name and title

· ☐ Accurate dates

· ☐ No spelling errors

· ☐ Grammar check complete

· ☐ Tone appropriate

· ☐ Call to action clear

· ☐ Contact information included
