
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

[Opening Statement: A strong hook that introduces the purpose of the 

letter.]  

[Paragraph 1: Clearly state the issue or opportunity you are addressing 

and why it matters.]  

[Paragraph 2: Provide supporting arguments, data, or examples that 

illustrate your point.]  

[Paragraph 3: Address any counterarguments or concerns the recipient may 

have.]  

[Paragraph 4: Propose a specific call to action or solution, outlining 

the benefits it would provide.]  

[Closing Statement: A polite and confident closing that reiterates your 

main point and encourages a response.]  

Thank you for your consideration. I look forward to your positive 

response.  

Sincerely,  

[Your Name]  

[Your Title or Position, if relevant]  

[Your Company/Organization, if relevant] 


