
**Template Example for a Senior Letter:** 

--- 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Organization/School Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

I hope this letter finds you in great spirits. As a [position or role, 

e.g., senior student, member of the community], I wanted to take a moment 

to express my [feelings, thoughts, or intentions related to the subject]. 

[Body Paragraph 1: Introduce the main topic or purpose of the letter. 

Provide context or background information to engage the reader.] 

[Body Paragraph 2: Elaborate on details, sharing personal experiences or 

insights that contribute to the message you want to convey. Maintain a 

respectful and considerate tone.] 

[Body Paragraph 3: Summarize your thoughts and reiterate any actions you 

wish the recipient to consider. Offer a call to action if applicable.] 

Thank you for taking the time to read my letter. I appreciate your 

[support, guidance, attention] and look forward to your response. 

Warm regards, 

[Your Name]  

[Your Position/Relation to Recipient]  

---  

**End of Template** 


