123 Anywhere Street
Your city, ST 12345
Month XX, 20XX
The Direct Company (insert individual's name here when possible, i.e. Mr. John Smith)

123 Somewhere Drive
Their city, ST 54321
RE: (Insert the main topic of the letter here)
Dear (Mr., Mrs., Ms., Miss, or First name, or department):

This is the first paragraph of your letter. It should be written concisely and provide any type of praise, congratulations, or a thank you to the company.
In this section provide the main details of why you are writing the company. This can be a request for a product replacement, endorsement, or any topic you are writing about. Remember to be specific and concise in your writing. 
Each subsequent paragraph should include important information about your main reason of writing. You can provide supporting evidence or information to help influence the decision of the company. You will also want to include your contact information such as an email address and telephone number where you can be reached to answer questions. End the letter with a thank you as seen below followed by your Salutation and signature block. 
Thank you for your time and consideration in this matter. 

Sincerely Yours,

Your Name Goes Here
(You can simply type your name here or include other information such as your position or title, degrees, etc.)
