
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Paragraph 1: Introduce the purpose of your letter and provide some 

background information.]  

[Paragraph 2: Elaborate on the details related to your purpose, offering 

specific examples or arguments.]  

[Paragraph 3: Conclude your letter with a summary or a call to action, as 

appropriate.]  

Sincerely,  

[Your Name] 


