[Your name]
[Contact email of adult Guide]

Date of Contact

[Name of client]
[1st line of Clients Address]
[2nd line of Clients Address]

Dear [Enter name of person / To whom it may concern ],
[Your opening paragraph explaining why you are getting in touch]
[Your closing paragraph explaining what you might like to happen next or what you would like from them]
Thank you for your time , 

Yours sincerely,
[your name]
