
**Responsive Letter Format Guidelines Template** 

--- 

**[Your Name]**  

**[Your Address]**  

**[City, State, Zip Code]**  

**[Email Address]**  

**[Phone Number]**  

**[Date]** 

**[Recipient's Name]**  

**[Recipient's Title]**  

**[Company/Organization Name]**  

**[Recipient's Address]**  

**[City, State, Zip Code]** 

--- 

**Dear [Recipient's Name],** 

[Introduction: Briefly introduce yourself and the purpose of the letter.] 

[Body: Provide detailed information and context. Use responsive design 

elements, such as headings or bullet points, to improve readability.] 

1. **Point one**: [Description related to your first point.] 

2. **Point two**: [Description related to your second point.] 

[Conclusion: Summarize your main points and include a call to action, if 

applicable.] 

Thank you for your attention. I look forward to your reply. 

**Sincerely,** 

**[Your Name]** 

---  

**CSS Styling Guidelines (for letter formatting):** 

```css 

body { 

 font-family: Arial, sans-serif; 

 line-height: 1.6; 

 margin: 20px; 

} 

@media (max-width: 600px) { 

 body { 

 margin: 10px; 

 } 

  

 h1, h2, h3 { 

 font-size: 1.5em; 

 } 

} 

``` 

---  

**End of Template** 


