
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Organization's Name]  

[Organization's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to express my views on 

[specific topic or issue] and to argue in favor of [your position or 

standpoint].  

Firstly, [Statement of your first argument supporting your position]. 

This is supported by [provide evidence or examples to strengthen your 

argument].  

Secondly, [State your second argument]. This can be illustrated by 

[provide additional evidence or examples].  

Furthermore, [Introduce a counterargument, if applicable, and refute it]. 

It is crucial to address this because [explain why your position holds 

stronger].  

In conclusion, I urge you to consider [restate your main argument] for 

the benefit of [mention who or what will benefit]. I appreciate your time 

and attention to this matter and look forward to your response.  

Sincerely,  

[Your Name]  

[Your Contact Information] 


