Senders Name
Address Line 1
Address Line 2 
State, ZIP Code 
Letter Date
Recipients Name
Address Line 1
Address Line 2 
State, ZIP Code 
Subject: …………………………………..
To Whom it May Concern:
This is to allow George White to pick up my personal package from the reception desk at Four Point by Sheraton. I am currently out of city and unable to do it on my own. I am attaching his Identity Proof with this letter for your reference. 
You can contact me on 46658657 for any clarification. 

Signed By: 
Tom Rogers


