
**Mail Merge Letter Template Example** 

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Introductory paragraph tailored to the recipient, mentioning the purpose 

of the letter and any personal connections if applicable.]  

[Main body paragraph explaining the details, benefits, or actions 

required from the recipient. Use clear and concise language, ensuring 

that it's relevant to their situation.]  

[Closing paragraph that summarizes the main points, expresses gratitude, 

and encourages the recipient to take a specific action or reach out for 

further information.]  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization]  

---  

**Fields for Mail Merge:**  

- [Your Name]  

- [Your Title]  

- [Your Organization]  

- [Your Address]  

- [City, State, Zip Code]  

- [Email Address]  

- [Phone Number]  

- [Date]  

- [Recipient's Name]  

- [Recipient's Title]  

- [Recipient's Organization]  

- [Recipient's Address]  

- [City, State, Zip Code] 


