
[Your Name]  

[Your Address]  

[City, Postcode]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company Address]  

[City, Postcode]  

Dear [Recipient's Name],  

[Opening Paragraph: State the purpose of the letter and introduce the 

main topic.] 

[Body Paragraphs: Provide detailed information, evidence, or arguments to 

support your main topic. This section can have multiple paragraphs.] 

[Closing Paragraph: Summarize the main points, state any action you wish 

the recipient to take, and express appreciation.] 

Yours sincerely,  

[Your Name]  

[Your Position, if applicable]  

[Your Company/Organization, if applicable] 


