
[Your Name]  

[Your Title]  

[Your Organization]  

[Address Line 1]  

[Address Line 2]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Address Line 1]  

[Address Line 2]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: [Subject of the Letter]  

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

the letter, i.e., discuss a specific nutrition-related issue, propose a 

project, request information, etc.].  

[Paragraph 1: Provide background information and context related to the 

nutrition topic at hand.]  

[Paragraph 2: Elaborate on the specific details, data, or findings 

related to your subject matter. You may include any relevant studies, 

statistics, or comparisons to underline the importance of your message.]  

[Paragraph 3: State your call to action or the next steps you would like 

the recipient to take. This could be a meeting proposal, requesting 

feedback, or another relevant action.]  

Thank you for your attention to this matter. I look forward to your 

response.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization] 


