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OFFICIAL CORRESPONDENCE
 
[Date]
[Recipient Name]
[Title]
[Organization]
[Street Address]
[City, State ZIP]
RE: [Subject or Reference]
Dear [Name],
[Begin your letter here. Clearly state the purpose of the correspondence and the key information the recipient needs.]
[Use additional paragraphs as needed. Keep the language direct, professional, and human focused.]
Sincerely,
[Name]
[Title]
Highlands Forward
	 
	 


	Highlands Community Charter & Technical School
Advancing opportunities. Empowering people.
	hccts.org
info@hccts.org
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