
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Opening Statement: A hook to grab attention]  

[Context: Brief background or reason for writing]  

[Thesis Statement: Clearly state your main argument or purpose]  

[Body Paragraph 1: Present your first point with evidence or examples]  

[Body Paragraph 2: Present your second point with evidence or examples]  

[Body Paragraph 3: Address counterarguments and refute them]  

[Conclusion: Summarize main points and restate the importance of your 

argument]  

[Call to Action: Encourage the recipient to take a specific action or 

consider your perspective]  

Sincerely,  

[Your Name] 


