
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Introduction:  

Begin with a strong opening that captures attention and states the 

purpose of your letter. 

Body Paragraph 1:  

Present your main argument or point. Use data or examples to support your 

claim. 

Body Paragraph 2:  

Address potential counterarguments or concerns and provide rebuttals to 

reinforce your position. 

Body Paragraph 3:  

Highlight the benefits or positive outcomes of your proposal or request. 

Appeal to the reader's interests or values. 

Conclusion:  

Summarize your key points and make a clear call to action. Invite the 

recipient to discuss further or take specific next steps. 

Thank you for considering my proposal. I look forward to your positive 

response. 

Sincerely,  

[Your Name] 


