
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Opening paragraph: Introduce the purpose of your letter and any relevant 

information.]  

[Body of the letter: Provide details, arguments, or information pertinent 

to your purpose. Use clear and concise language.]  

[Concluding paragraph: Summarize your points and indicate the desired 

action or outcome. Thank the recipient for their time.]  

Yours sincerely,  

[Your Name] 


