
[Your Address]  

[City, Postcode]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, Postcode]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to [state the purpose of 

your letter clearly, e.g., express my thoughts about a recent event, 

request information, etc.].  

[Paragraph 1: Introduce your main point or concern and provide context or 

background information.]  

[Paragraph 2: Elaborate on the issue, including any personal experiences 

or opinions relevant to your point.]  

[Paragraph 3: Suggest any solutions, ask for assistance, or express what 

you hope to achieve with your letter.]  

Thank you for taking the time to consider my letter. I look forward to 

your response.  

Yours sincerely,  

[Your Name] 


