** [Your Name]**

**[Your Address]**

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

** [Email Address]**

** [Date] **

** [Recipient's Name] **

** [Recipient's Title/Position]**

** [School/Organization Name]**

** [Address] **

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

Dear [Recipient's Name],

[Opening Salutation: Begin with a respectful greeting.]

[Body Paragraph 1: Introduce yourself and the purpose of your letter.]
[Body Paragraph 2: Provide supporting details or reasons related to your

purpose. ]

[Body Paragraph 3:
like from the recipient.]

Thank you for your time and consideration.
response.

Sincerely,

** [Your Name]**

**[Your Signature (if sending a hard copy) ]**

Conclude your main points and state any actions you'd

I look forward to your



