_________________
_________________

_________________




_________________

_________________

_________________

_________________


______________,
________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


______________,




______________




Your Address





City, State  Zip





Month Day, Year





4 Spaces





Person’s Name





City, State Zip





Their Address





Organization





Heading





Inside Address





Salutation





Introductory 





Middle





Body





Introduction/Purpose for writing





Personal Belief/Detailed Reasons for writing





What you are asking for or what you would like them to do/ politely close





Closing





Complimentary Closing





Four Spaces





Signed Signature





Printed Signature





Left Alignment – Don’t Indent








