YOUR NAME:_______________________
YOUR ADDRESS:_______________________

_______________________

_______________________ 

____________________________(PERSON’S NAME – WHO YOU ARE WRITING TO)
____________________________(PERSON’S ADDRESS)
____________________________
____________________________

DEAR __________________________________________: (PERSON’S NAME)
Paragraph #1: Introduce yourself & why you care about this issue (How does it affect you?)
____________________________________________________________________________________________________________________

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Paragraph #2: Describe the problem & explain why it’s a problem (use facts!) 
____________________________________________________________________________________________________________________

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

Paragraph #3: offer a solution (what do you want them to do?) & thank reader for his/her time
____________________________________________________________________________________________________________________

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
SINCERELY, 

​​_______________________ ____________(YOUR NAME) 
