[Senders Name]
[Address line 1]
[Address line 2]
[State, ZIP Code]

Sample Letter #1: Extend Labor Day greetings to employees

[Letter Date]

[Recipients Name]
[bookmark: _GoBack][Address line 1]
[Address line 2]
[State, ZIP Code]

[Subject: Normally bold, summarizes the intention of the letter] -Optional-

Dear [Recipients Name], 

This Labor Day we wish to acknowledge the efforts put in by our employees at Jax Corporation. It is our honor that we are working with such dedicated people. All of you were among the best of the lot. 
All of us have managed to accomplish a lot in the previous year as a team and also on an individual level. We hope that you enjoy the upcoming weekend with your loved ones. Enjoy your holiday.


Sincerely, 

[Senders Name]
[Senders Title] -Optional-
