Your Name]
Your Address]

City, State, ZIP Code]

Email Address]
Phone Number]

Recipient's Name]
Recipient's Title]

Company/Organization Name]
Recipient's Address]

City, State, ZIP Code]
Dear [Recipient's Name],

[Opening Paragraph:
[Body Paragraph 1:
[Body Paragraph 2:
examples. ]

[Body Paragraph 3:
[Closing Paragraph:
final thoughts.]
Thank you for your
you soon.
Sincerely,

[Your Name]

Introduction and purpose of the letter.]
Detail your main points or argument. ]
Provide additional supporting information

Address any potential counterarguments or
Summarize your points and express a call

time and consideration. I look forward to

or

concerns. |
to action or

hearing from



