
**Oxford Dictionary Letter Formatting Template** 

--- 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date] 

[Recipient's Name]  

[Recipient's Title/Position]  

[Organization/Company Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

[Opening sentence: State the purpose of your letter clearly.] 

[Body paragraphs: Provide necessary details, elaborating on your points 

in a clear and concise manner.] 

[Closing paragraph: Summarize your main points and state any actions you 

wish the recipient to take.] 

Thank you for your attention to this matter. I look forward to your 

response. 

Yours sincerely,  

[Your Name]  

---  

*Note: Replace placeholders with relevant information.* 


