[Your Full Name]
[Your Address]
[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Date]
[Recipient’s Full Name]
[Recipient’s Title]
[Organization/Institution Name]
[Organization Address]
[bookmark: _GoBack]Subject: [Brief, clear subject line]
Dear [Mr./Ms./Dr. Last Name],
I am writing to [state the purpose of your letter clearly and politely].
 
[In this paragraph, provide necessary details or background information. Keep your tone respectful and professional.]
 
[If needed, add another paragraph to explain requests, reasons, or supporting information.]
Thank you for your time and consideration. I would appreciate your response at your convenience.
Yours sincerely,
 
[Your Full Name]

