
Informal Business Letter

[Your Name]

[Your Title or Position]

[Your Company Name]

[Company Address]

[City, State ZIP Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Title or Position]

[Recipient's Company Name]

[Company Address]

[City, State ZIP Code]

Dear [Recipient's Name],

I hope this letter finds you well. I wanted to touch base regarding the recent discussions we had

about collaborating on [project or opportunity]. I'm excited about the possibilities and believe that our

combined efforts could lead to some fantastic results.

During our conversation, we touched on a few key points that I believe are worth highlighting:

1. **Shared Goals:** It's evident that our organizations share similar goals, especially


