
Here's a template example of an XXL letter format structure in Word: 

--- 

[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date] 

[Recipient Name]  

[Recipient Title]  

[Company Name]  

[Company Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

[Insert body of the letter here. Start with an introduction, followed by 

the main content, and conclude with a summary or closing statement.] 

Thank you for your attention to this matter. I look forward to your 

response. 

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Name]  

[Your Title (if applicable)]  

---  

**Note:** Adjust font size and margins as needed to achieve the XXL 

format. 


