
**XVII Letter Outline for Assignments** 

1. **Heading** 

 - Your Name 

 - Your Address 

 - City, State, Zip Code 

 - Date 

2. **Recipient's Information** 

 - Recipient's Name 

 - Recipient's Title 

 - Institution/Organization Name 

 - Address 

 - City, State, Zip Code 

3. **Salutation** 

 - Dear [Recipient's Name], 

4. **Introduction** 

 - Briefly introduce yourself. 

 - State the purpose of the letter. 

5. **Body of the Letter** 

 - **Paragraph 1: Assignment Topic** 

 - Describe the assignment or topic you are addressing. 

 - **Paragraph 2: Key Points of Discussion** 

 - Present main arguments or ideas. 

 - **Paragraph 3: Supporting Evidence/Examples** 

 - Include evidence or examples to support your points. 

6. **Conclusion** 

 - Summarize the main points. 

 - State your expectations or requests. 

7. **Closing Remarks** 

 - Thank the recipient for their time and consideration. 

8. **Signature** 

 - Sincerely, 

 - [Your Name] 

9. **Enclosure (if applicable)** 

 - List any attachments or enclosures. 


