



To,
_____________ [mention the name of the person to whom the letter is to be sent]
[bookmark: docs-internal-guid-dcc466b6-3720-3db6-8185-1c9ce8511356]____________ [mention the address of the person to whom you are writing the letter]
Date: Mention the date on which you are writing your letter

Subject:  You can state a short and a precise subject to your letter, defining your purpose
Dear __________ [mention the name of the person to whom the letter is written]

Paragraph1 – In this paragraph you can convey your greetings to the reader and can introduce the purpose with which you are writing a letter for. This is the opening paragraph in which you have to brief the reasons and the idea.
Paragraph2 – This paragraph comprises of all the needed information that you need to convey to the reader. Also called as the body of the letter, use this paragraph to rationalise your purpose and explain your facts.
Paragraph3 – This paragraph concludes your letter and anticipates a note of thanks to the reader. Through this letter you can convey your contact details so that the reader can contact you for any information or queries.

Thanks!
Sincerely/Faithfully/Lovingly
_______________ [mention the sender’s name]





