
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Organization's Name]  

[Organization's Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

[Opening: Introduce the purpose of the letter and establish the context.]  

[Ethos: Establish credibility by sharing your background or experience 

related to the topic.]  

[Pathos: Appeal to the emotions of the reader by sharing a compelling 

story or perspective.]  

[Logos: Present logical arguments and evidence to support your position.]  

[Call to Action: Clearly state what you would like the recipient to do 

and why it is important.]  

[Closing: Thank the recipient for their time and consideration.]  

Sincerely,  

[Your Name] 


