
**Letter Format Guidelines for Final Paper Submissions** 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Organization/Institution Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

[Opening paragraph: Introduce the purpose of the letter and any relevant 

context.]  

[Body paragraph(s): Provide detailed information regarding your final 

paper submission, including title, topic, and any additional information 

relevant to the recipient.]  

[Closing paragraph: Summarize your key points or next steps, and express 

appreciation for their consideration.]  

Sincerely,  

[Your Name]  

[Your Position/Title, if applicable]  

[Your Department/Program, if applicable] 


