
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

[Introduction: Clearly state the purpose of your letter in a simplified 

way. Use short sentences. Avoid complex words.]  

[Body: Provide necessary details or context. Use bullet points or 

numbered lists for clarity when possible. Break text into smaller 

paragraphs.]  

- [Point 1]  

- [Point 2]  

- [Point 3]  

[Conclusion: Summarize your main point or request clearly. Encourage a 

response if necessary.]  

Thank you for your attention.  

Sincerely,  

[Your Name] 


