
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient Name]  

[Recipient Title/Position]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

[Opening Statement: A brief introduction to the purpose of the speech.]  

[Body Paragraph 1: Discuss the main topic and key points you wish to 

address.]  

[Body Paragraph 2: Provide supporting details or personal anecdotes 

related to the topic.]  

[Body Paragraph 3: Outline the significance of the topic and its impact 

on the audience.]  

[Closing Statement: Summarize main points and provide a call to action or 

concluding thoughts.]  

Thank you for considering my speech on [Topic]. I look forward to the 

opportunity to share my insights.  

Sincerely,  

[Your Name] 


