
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title or Position]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Opening Paragraph: A personalized greeting and a brief introduction, 

mentioning any common connections or previous communications.]  

[Body Paragraph 1: Share a specific reason for writing, addressing the 

recipient's interests or concerns.]  

[Body Paragraph 2: Include a personal anecdote or example that relates to 

the recipient's situation or background.]  

[Closing Paragraph: Summarize your main points, express appreciation, and 

encourage further communication or action.]  

Sincerely,  

[Your Name]  

[Your Job Title or Position, if applicable] 


