[NAME / ORGANISATION]	[Date]
Formal letter
From
[Your name]
[Address]
[Email] · [Phone]
[Date]
To
[Recipient name]
[Organisation]
[Address]
Subject: [Your request]
Dear [Name],
I am writing to request [state your request]. Please find the relevant details below.
[Explain the background, supporting facts and the action you would like the recipient to take.]
Closing
Thank you for considering my request. I look forward to your response.
Yours sincerely,
[Name and signature]
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