
[Your Name]  

[Your Title/Position]  

[Your Institution/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title/Position]  

[KXII]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to [state the purpose of the letter, e.g., "recommend 

[Student's Name] for your program"].  

[Paragraph 1: Introduce yourself and your relationship to the subject of 

the letter, including your qualifications and experience.]  

[Paragraph 2: Provide specific examples and details that support your 

message, highlighting relevant achievements or attributes of the student 

or subject.]  

[Paragraph 3: Summarize your main points and reiterate your support or 

request.]  

Thank you for considering my letter. Please feel free to contact me at 

[your phone number] or [your email address] if you require any additional 

information.  

Sincerely,  

[Your Name]  

[Your Title/Position] 


