
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Recipient's Organization/Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Opening Paragraph: State your purpose for writing the letter and 

introduce the topic of forgery succinctly.]  

[Body Paragraph 1: Provide relevant background information or context 

about the situation or issue at hand.]  

[Body Paragraph 2: Present your argument clearly; highlight the 

consequences of the forgery and why action is necessary.]  

[Body Paragraph 3: Offer potential solutions or steps that could be taken 

to address the issue, emphasizing collaboration.]  

[Closing Paragraph: Reiterate your main points and express hope for a 

positive resolution, encouraging further communication.]  

Thank you for your attention to this important matter.  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


