
University Name 

Department of [Department Name] 

[University Address] 

[City, State, ZIP Code] 

[Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to [state the purpose of the letter, 
e.g., recommend a student, discuss a matter regarding a course, etc.]. 

[Add more detailed information about the purpose. Include any necessary 
background information, details about the subject, or arguments that support your 
purpose. Be as specific as required.] 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Department] 

[Contact Information] 

Best regards, 

[Your Name] 


