[image: ]
PLUMBING & HEATING

[Customer name]
[12 Sample Street]
[Town, AB1 2CD]
11 November 2026
Dear [Customer name],
Re: [what the letter is about]
Thank you for choosing us for [the job]. This letter confirms [the details you want in writing].
Write your letter here. The logo, the line under it and the footer repeat on every page, so longer letters stay on-brand.
If you have any questions, reply to this letter or call us on the number below.
Yours sincerely,
[Your name]
[Your role]


HOW TO USE THIS TEMPLATE
Letterhead template
1.  Double-click the top of the page to open the header, then right-click the logo and choose Change Picture (Word) or Replace image (Google Docs).
2.  Change the business details in the footer once. They repeat on every page.
3.  Save a copy as your master (File > Save As > Word Template in Word, or make a copy in Google Docs).
4.  For each letter, open a copy, write the letter and save it as a PDF to email, or print it on plain A4.
5.  Delete this page before you send anything.

	LICENCE
Free for personal and commercial use. Attribution appreciated.
Part of the free Trades Brand Kit by Luxbranding: luxbranding.co.uk/free-trades-brand-kit/
The Coldbeck name and logo are an example from our studio. Swap in your own.



Want a logo worth putting on it? Logo Design is £129 with every layout included: luxbranding.co.uk/services/logo-design/
Coldbeck Plumbing & Heating  ·  [Unit 4, Example Road, Town, AB1 2CD]  ·  07700 900123  ·  hello@yourbusiness.co.uk
Gas Safe reg. [000000]  ·  Registered in England and Wales no. [00000000]
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