
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

**Introduction**  

Introduce yourself and state the purpose of the letter. Briefly mention 

why you are writing and what you hope to achieve. 

**Body Paragraph 1**  

Present your main argument or point. Use strong reasons and evidence to 

support your claims.  

**Body Paragraph 2**  

Provide additional supporting points. Include relevant data, 

testimonials, or examples that enhance your argument. 

**Body Paragraph 3**  

Address any potential counterarguments or concerns. Explain why your 

proposal is still the best option. 

**Conclusion**  

Summarize your key points and restate your call to action. Encourage the 

recipient to take a specific step or decision. 

Thank you for considering my request. I look forward to your positive 

response. 

Sincerely,  

[Your Name]  

[Your Title/Position, if applicable]  

[Your Contact Information] 


