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Date



Pat Arneson, CEO
Name of Your Company
Fabulous City, FL  12345

Dear Dr. Arneson:

The introductory paragraph announces the objective of the report. Main idea: What problem is your company having executing crisis management strategies? Supporting sentences: Why does this require attention from company leaders? What are the potential problems if this is not addressed? Summary sentence: How extreme is the crisis to the company’s growth, market expansion, customer satisfaction, etc.?

The first paragraph in the body of your letter will address (1) why your company needs to attend to crisis communication. Let the recipient know the status of the company related to crisis communication (both good and bad).

The second paragraph in the body of your letter addresses main ideas from the article. Identify three important ideas from one of the crisis communication articles. Add supporting sentences that explain each idea. 

In the third paragraph explain how the company will benefit from these ideas for managing the crisis situation in the company. Construct a strategy that includes proper steps for handing the crisis.

In the closing paragraph, provide information about how you may be reached if additional information is needed as well as any deadlines related to the crisis. The letter will require approximately 2 pages to comprehensively explain the crisis, ideas related to how the company can manage the crisis, and request assistance.  If the letter runs only one page, close the page as indicated below.

Sincerely,

      <Legible Signature>

Your Name
Your Company










Pat Arneson, Ph.D.
February 5, 2016
Page 2


If the length of a business letter extends to two pages, begin the top of page two with a heading like that I typed above (name of recipient, date, page number).  Then continue your letter to finish conveying your thoughts.  Type your closing and signature line below the last sentence of the paragraph as below.

Sincerely,

      <Legible Signature>

Business Pillar Intern’s Name
Company XYZ


