
**QXC Letter Outline** 

1. **Header** 

 - Your Name 

 - Your Address 

 - City, State, Zip Code 

 - Email Address 

 - Phone Number 

 - Date 

2. **Recipient Information** 

 - Recipient Name 

 - Recipient Title 

 - Organization/Company Name 

 - Address 

 - City, State, Zip Code 

3. **Salutation** 

 - Dear [Recipient's Name], 

4. **Introduction** 

 - Briefly introduce yourself and state the purpose of the letter. 

5. **Body Paragraphs** 

 - **Paragraph 1:** Explain your main points clearly and concisely. 

 - **Paragraph 2:** Provide supporting details, examples, or evidence. 

 - **Paragraph 3:** Address any counterarguments or additional points. 

6. **Conclusion** 

 - Summarize your key points and reiterate the purpose of the letter. 

 - Include a call to action or next steps if applicable. 

7. **Closing** 

 - Sincerely,  

 - [Your Name] 

8. **Enclosures/Attachments (if any)** 

 - List any additional documents included with the letter.  

**Tips** 

- Keep the letter concise and to the point. 

- Use formal language and a professional tone. 

- Proofread thoroughly for grammar and spelling errors. 

- Make sure to personalize the letter where possible. 


