LETTER STRUCTURE DOCUMENT

Sender's Address:

Recipient's Address:

Subject:

Re:

Greeting:

Dear [Name or Titl€],

Opening Par agraph:

| hope this letter finds you well. | am writing to you regarding the matter of [subject]. Please allow me to provide the
necessary details and information that require your attention.

Main Body:

This section should include all relevant information, facts, and explanations related to the purpose of this letter. Ensure
clarity and completeness while maintaining professionalism and legal correctness under Australian law. All statements
must be truthful and accurate to the best of your knowledge.

Closing Paragraph:

Thank you for your attention to this matter. Should you have any questions or require further information, please do not
hesitate to contact me at your convenience. | look forward to your prompt response.

Complimentary Close:

Yours sincerely,

Signature:

Printed Name:

Enclosures:



List any documents enclosed with this letter (e.g., contracts, receipts, reports) or write 'None'.

L egal Disclaimer:

This letter and its contents are intended solely for the named recipient(s) and may contain confidential and legally privileged information protected
under Australian law. Any unauthorized review, use, disclosure, or distribution is prohibited. If you are not the intended recipient, please contact the

sender immediately and destroy al copies.

Sender's Signature Recipient's Signature

Signature: Signature:




Original source of this document:

https://templatesdocs-au.com/letter-structure/

Did you find this template helpful?
Find more updated templates at:

https://templatesdocs-au.com/

View more templates

This template is intended exclusively for personal, non-commercial use.
If distributed or published, the source must be mentioned.

This template is provided for guidance only and does not constitute legal advice.
It is recommended to consult a legal professional for each specific case.
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