
**Letter Writing Guide for QWERTY Keyboard** 

--- 

**[Your Name]**  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

**[Recipient's Name]**  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

[Opening Paragraph: Briefly introduce yourself and state the purpose of 

the letter.] 

[Body Paragraph 1: Provide details related to the purpose of the letter. 

This could include background information, key points, or arguments.] 

[Body Paragraph 2: Continue with additional information or points that 

support the purpose of your letter.] 

[Closing Paragraph: Summarize your main points or make a final request. 

Thank the recipient for their attention.] 

Sincerely,  

[Your Name] 

---  

**Tips:**  

- Use a clear and readable font such as Arial or Times New Roman. 

- Keep paragraphs short and concise. 

- Always proofread for grammar and spelling errors before sending. 


