
**Letter Composition Style Template** 

--- 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Opening paragraph: Introduce the purpose of your letter.]  

[Body paragraphs: Provide details, arguments, or narratives related to 

the purpose of your letter.]  

[Closing paragraph: Summarize your points or create a call to action.]  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

---  

**Notes:**  

- Adjust the formality based on the recipient.  

- Use clear, concise language throughout. 


