
**[Your Address]**  

[City, Postcode]  

[Date]  

**[Recipient's Name]**  

[Recipient's Position, if applicable]  

[Recipient's Address]  

[City, Postcode]  

Dear [Recipient's Name],  

**Introduction**  

[State the purpose of your letter clearly and concisely.]  

**Main Body**  

[1st Paragraph: Expand on your purpose, providing necessary details.]  

[2nd Paragraph: Include any additional relevant information or supporting 

points.]  

[3rd Paragraph: Offer any conclusions or recommendations, if applicable.]  

**Conclusion**  

[Summarize your main points and restate the purpose of your letter.]  

Thank you for your time and consideration. I look forward to your 

response.  

Yours sincerely,  

[Your Name]  

[Your Contact Information, if required] 


