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Description automatically generated]
[Street Address], [City], [ST] [Zip Code] | [Phone Number] | [Email Address]

[Month] [Day], [Year]

[bookmark: _Hlk87193546][bookmark: _Hlk87196211][Recipient’s Name]
[Recipient’s Title]
[Organization Name]
[Street Address]
[City], [ST] [Zip Code]

Dear [Mr./Ms./Mrs.] [Recipient’s Name],

[In the opening paragraph, provide an introduction and state the main point(s) of the letter. Be concise.]

[bookmark: _Hlk87194684][bookmark: _Hlk87207183][In the second paragraph, develop the main point(s) by providing compelling and persuasive reasoning.]

[In the third paragraph, continue to develop the main point(s).]

[In the closing paragraph, restate the main point(s) of the letter and include a call to action.]

Respectfully,

[Sender’s Signature]

[bookmark: _Hlk87196434][Sender’s Name]
[Sender’s Title]
[Sender’s Email Address]
[Sender’s Phone Number]
[Website] | [Facebook Page] | [Twitter Profile]
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