
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Professor's Name]  

[Department Name]  

[University Name]  

[University Address]  

[City, State, Zip Code]  

Dear Professor [Last Name],  

[Introductory paragraph: State the purpose of your letter.]  

[Body paragraphs: Provide details, context, or requests.]  

[Concluding paragraph: Summarize and express gratitude or anticipation 

for a response.]  

Sincerely,  

[Your Name]  

[Your Student ID (if applicable)]  

[Your Program or Course Name] 


