
**QWERTY Keyboard Letter Template for Teachers** 

--- 

[Your Name]  

[Your Position]  

[School Name]  

[School Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Institution]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

[Body: Elaborate on the main points, providing details or specific 

examples as needed.]  

[Conclusion: Summarize your message or request, and provide any necessary 

closing statements.]  

Thank you for your attention to this matter. I look forward to your 

response.  

Sincerely,  

[Your Name]  

[Your Position]  

[School Name]  

--- 


