
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company/Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: [Subject of the Letter]  

1. **Introduction**  

 - Briefly introduce yourself and your purpose for writing.  

2. **Background Information**  

 - Provide relevant context or background information related to your 

request or topic.  

3. **Main Points/Arguments**  

 - Clearly outline the main points or arguments supporting your position.  

 - Include any supporting evidence or examples.  

4. **Conclusion**  

 - Summarize your key points.  

 - Restate any requests or actions you would like the recipient to take.  

5. **Closing**  

 - Thank the recipient for their time and consideration.  

 - Provide your contact information for follow-up.  

Sincerely,  

[Your Name] 


