
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Organization/Company Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Introduction:  

- Clearly state the purpose of your letter.  

- Present your main argument or position.  

Body Paragraph 1:  

- Provide supporting evidence for your argument.  

- Include facts, statistics, or examples that bolster your position.  

Body Paragraph 2:  

- Address potential counterarguments.  

- Explain why your viewpoint is still the most valid or beneficial.  

Body Paragraph 3:  

- Offer a solution or a specific call to action.  

- Encourage the recipient to take a particular step or make a decision.  

Conclusion:  

- Summarize your main points.  

- Reinforce your position and express hope for a positive response.  

Sincerely,  

[Your Name] 


