PERSUASIVE LETTER PLANNING TEMPLATE

Recipient Name:

Recipient Address:
Sender Information:

Your Name:
Y our Address:
Y our Contact Information:

Subject of the Letter:

Introduction:

State the purpose of your letter clearly and concisely. Introduce yourself and establish the context for your
communication. Engage the recipient’ s interest from the outset.

Body of the Letter:

Present your main pointsin alogical and persuasive manner. Use facts, evidence, and examples to support your
arguments. Address any potential objections or concerns.

1 KW A cl-Hrent-aok-Recktact:
. T go et O Cqoc o

TS O T O3t vC O UtCOITICST

3' Ber\ﬁii-n ar-Paocitivia Ot eanmac:

5 Ca” tao-Action-or-Pecrod Rochaonca:

o7 CTTroOm O Do COTYCopOrTSC:

Conclusion:

Summarize the key points made in the letter. Reiterate your request or recommendation clearly. Maintain a polite and
professional tone to encourage a positive response.

Closing Remarks:



Express appreciation for the recipient’ s time and consideration. Provide any necessary contact details for follow-up.
End with aformal closing phrase.

Signature Block:
Sincerely,

Y our Name
Y our Position (if applicable)
Y our Company/Organization (if applicable)

Checklist for Persuasive L etter:
O Clear Purpose Stated
O Logical Structure
O Evidence and Examples Provided
0 Counterarguments Addressed
0 Polite and Professional Tone
0 Clear Call to Action
O Proper Formatting and Sign-off

SENDER'S SIGNATURE RECIPIENT'SACKNOWLEDGEMENT

Signature: Signature:




Original source of this document:

https://docstemplates-uk.com/persuasive-letter-planning/

Did you find this template helpful?
Find more updated templates at:

https://docstemplates-uk.com/

View more templates

This template is intended exclusively for personal, non-commercial use.
If distributed or published, the source must be mentioned.

This template is provided for guidance only and does not constitute legal advice.
It is recommended to consult a legal professional for each specific case.
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