
[Your Name]  

[Your Address]  

[City, Postcode]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[School/Institution Name]  

[School/Institution Address]  

[City, Postcode]  

Dear [Recipient's Name],  

Subject: [Subject of the Assignment/Concern]  

I hope this letter finds you well. I am writing to you regarding [briefly 

explain the purpose of your letter, e.g., to submit my assignment, to 

seek clarification, etc.].  

[Provide detailed information about your assignment or concern. Include 

specific points, questions, or any relevant information that supports 

your reason for writing.]  

I would appreciate your feedback on this matter.  

Thank you for your time and support.  

Yours sincerely,  

[Your Name]  

[Your Student ID (if applicable)] 


