
Format for Written Communication 

 

To: 
__________ 
 
From: 
 
Re: 
 
Date: 
 
The communication: 
 
 
 
Signature 
 
 
 
Example 
 
ESS   
______ 
 
DMJ 
 
Re:  Need more letterhead 
 
July 30, 2016 
 

Eleanor, I used the last piece of letterhead. We are now into reserve stock.  Can you please 
order more stationery from the printer? 
 
Thanks. 
 
Danyel 
 
 
 
 
 
 
 


