	Sender’s name:
	



	Recipient’s name:
	

	Sender’s address:
	



	Recipient’s address:
	

	Greeting:
Dear _____________,
Dear Sir or Madam,
	



	Sign-off:
Yours sincerely,
Yours faithfully
	



Purpose of Letter
Why are you writing your letter? What do you want the recipient to do?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Your arguments
You need to convince your reader that you are right. What three points will you make? For each one, include more information and some evidence to support you.
	Argument 1:
e.g. 
	






	Explanation: 
	






	Evidence: 
	








	Argument 2:
e.g. 
	






	Explanation: 
	






	Evidence: 
	








	Argument 3:
e.g. 
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	Explanation: 
	






	Evidence: 
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