
**YJY Letter Format Template** 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Introductory Paragraph: Briefly introduce yourself and the purpose of 

the letter.]  

[Body Paragraph 1: Provide background information and context related to 

the purpose of the letter.]  

[Body Paragraph 2: Present any necessary details, supporting information, 

or arguments you wish to convey.]  

[Body Paragraph 3: Highlight the desired outcome or action you are 

requesting from the recipient.]  

[Closing Paragraph: Express gratitude and encourage a response or follow-

up.]  

Sincerely,  

[Your Name]  

[Your Position, if applicable]  

[Company Name, if applicable] 


