
**XVI Letter Structure Template** 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Introduction: Briefly introduce yourself and the purpose of the letter.]  

[Body: Provide detailed information or arguments supporting your purpose. 

Use clear and coherent paragraphs.]  

[Conclusion: Summarize your main points or requests and express 

gratitude.]  

Sincerely,  

[Your Name]  

[Your Title/Position if applicable]  

[Your Contact Information] (if not included above) 


