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	[Recipient name]
[Role]
[Organisation]
[Street]
[Town]  [Postcode]
	From
[Your name], [role]
Email
[name]@smedleygroup.com
Phone
[+44 0000 000000]
Our ref
[REF-000]


5 October 2026
Subject line in sentence case, saying what the letter is about
Dear [Name],
Open with the point of the letter in one or two sentences, so the reader knows at once what you need from them or what you are telling them.
Use the paragraphs that follow for the detail: what has happened, what it means and what happens next. Plain words, full sentences, sentence case. Put numbers with their units, and dates as 5 October 2026.
Close with the next step and who takes it.
Yours sincerely,
[Your name]
[Role], [Business]
[Registered company name]. Registered in England and Wales, company number [00000000].
Registered office: [address]. smedleygroup.com
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