
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Department/Organization Name]  

[Institution/Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Introduction: State the purpose of your letter and any relevant 

context.]  

[Body Paragraph 1: Provide details supporting your purpose, such as your 

background, experiences, or qualifications.]  

[Body Paragraph 2: Discuss any specific points or questions, and explain 

why they are important to you.]  

[Closing Paragraph: Summarize your main points and express any desired 

outcome or action you hope for.]  

Thank you for your time and consideration. I look forward to your 

response.  

Sincerely,  

[Your Name]  

[Your Student ID (if applicable)]  

[Your Major/Program] 


