
**XJL Letter Structure Template** 

[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

[Opening Paragraph: Introduce yourself and state the purpose of the 

letter.]  

[Body Paragraphs: Provide detailed information, supporting arguments, or 

necessary details related to the purpose of your letter.]  

[Closing Paragraph: Summarize key points, express gratitude, and indicate 

any follow-up actions.]  

Sincerely,  

[Your Name] 


