
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Organization]  

[Recipient's Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

[Introduction: Start with a hook that captures attention and introduces 

the topic.]  

[Body Paragraph 1: Present a logical argument (logos) supporting your 

position. Include facts, statistics, or evidence.]  

[Body Paragraph 2: Appeal to emotions (pathos) by sharing a personal 

story or an anecdote that illustrates the importance of your argument.]  

[Body Paragraph 3: Establish credibility (ethos) by highlighting your 

qualifications or experiences related to the subject. Address any 

counterarguments.]  

[Conclusion: Reinforce your main points and make a compelling call to 

action, encouraging the recipient to take a specific step.]  

Thank you for considering my perspective on this important issue. I look 

forward to your response.  

Sincerely,  

[Your Name] 


