
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Organization Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Opening Statement: Start with a hook to grab attention and introduce the 

topic.]  

[Background Information: Provide context and reasons why the issue is 

important.]  

[Main Argument: Present your key argument or position, supported by 

evidence or examples.]  

[Counterargument: Acknowledge opposing views and refute them 

effectively.]  

[Call to Action: Clearly state what you want the recipient to do or how 

they can help.]  

[Closing: Reinforce your message and express gratitude for their 

consideration.]  

Sincerely,  

[Your Name] 


