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Name of company, institution Subject: lower case, concise, keyword

Address of company, institution
Name of official representative
Position, title of official representative

Addressing the recipient (according to the national protocol)

Text of the official letter

1. I, XY, the undersigned, hereby request...

2. Body text
e why we contact the recipient?
e questionnaire link: CLICK HERE TO COPY THE LINK FROM THE QUESTIONNAIRE
e whatis the deadline?

Acknowledgements

Date Sincerely

City, 2025 Signature, title



