
**XXL Letter Layout Template** 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date] 

[Recipient's Name]  

[Recipient's Title/Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

[Opening paragraph: Introduce the purpose of your letter, providing 

necessary context.] 

[Body paragraph 1: Elaborate on the main points you want to convey, 

including any relevant details or evidence.] 

[Body paragraph 2: Continue presenting your arguments or points, using 

additional paragraphs as needed for clarity and impact.] 

[Closing paragraph: Summarize your key points and state any desired 

outcomes, such as a call to action or follow-up.] 

Thank you for your time and consideration. 

Sincerely, 

[Your Handwritten Signature (if sending a hard copy)]  

[Your Typed Name]  

[Your Title (if applicable)]  

[Your Company/Organization (if applicable)]  

**Enclosures:** [List any additional documents included with the letter, 

if any.]  

**CC:** [Names of others receiving a copy, if applicable.] 


