
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Church Name]  

[Church Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this letter finds you well. My name is [Your Name], and I am a 

member of [Your Ward or Branch Name] in [City/State].  

[Opening paragraph: State the purpose of your letter clearly and 

succinctly. Explain any relevant background information if necessary.]  

[Middle paragraph(s): Provide details and supporting information related 

to your request, inquiry, or concern. Be respectful and concise.]  

[Closing paragraph: Summarize your main points and express any hopes, 

expectations, or gratitude. Include an invitation for further 

communication if needed.]  

Thank you for your time and consideration. I look forward to your 

response.  

Sincerely,  

[Your Name]  

[Your Calling or Position, if applicable] 


