
{your name}
{your address}

{date}

{recipient name}
{recipient position title}
{recipient company}
{company address}

{Place your greeting here,}

{Place your introductory sentence here.}

{Thank your boss and express your appreciation here.}
{Offer your best wishes and ask to stay in contact here. Provide your contact information.}
{Place your closing here,}

{your signature}

