
**Educational Pyramid Letter Template Example** 

--- 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Institution/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

**Level 1: Introduction**  

Begin with a brief introduction to the topic or purpose of the letter. 

State your main objective clearly.  

**Level 2: Key Points**  

- Point 1: Present the first key point or argument that supports your 

purpose.  

- Point 2: Convey the second significant point with supporting details.  

- Point 3: Include any additional relevant information or context. 

**Level 3: Supporting Evidence**  

Provide evidence or examples for the key points mentioned. This could 

include statistics, studies, or anecdotes that reinforce your argument. 

**Level 4: Conclusion**  

Wrap up by reiterating the main objective. Express confidence in the 

proposed ideas and suggest possible next steps. Thank the recipient for 

their time and consideration. 

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position/Title (if applicable)]  

--- 


