
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: [Subject of the Letter]  

[Opening paragraph: Introduce the purpose of your letter and grab the 

reader's attention.]  

[Body paragraph 1: Present your main argument or point, providing 

evidence or examples to support your claim.]  

[Body paragraph 2: Address potential counterarguments or concerns, and 

explain why your position is stronger.]  

[Body paragraph 3: Encourage the reader to take action or consider your 

recommendation, highlighting the benefits of doing so.]  

[Closing paragraph: Summarize your main points and express your hope for 

a positive response. Thank the recipient for their time and 

consideration.]  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


