** [Your Name]**

**[Your Address]**

**[City, State, Zip Code]**

** [Email Address]**

** [Date] **

** [Recipient's Name] **
**[Recipient's Title or Position]**
** [Recipient's Company/Organization]**
**[Recipient's Address]**

**[City, State, Zip Code]**

Dear [Recipient's Name],

**I. Introduction**

A. Purpose of the letter

B. Brief background or context
**T1. Main Body**

A. First Point

Supporting details or examples
Second Point

Supporting details or examples
Third Point

Supporting details or examples
**III. Conclusion*¥*

A. Recap of main points

B. Call to action or next steps

C. Expression of gratitude
Sincerely,

[Your Signature (if sending a hard copy) ]
[Your Typed Name]

[Your Position, if applicable]
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