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Persuasive Business Letter Format

est Fourth Streef
, MO 63025 Heading

Month Day, Year

Recipient's Name Insi
« nside Address
Title (Example: Store Manager)
Address
Dear . <«— Salutation
Recipient’s Name

Introduction Paragraph:
Get the Reader’s Attention!

Strategies to Use:
-Facts
-Small Story
-Quotes from Famous Person

)

(@
Main Body of Letter:
Organize your reasons (most to least important or least fo most important)
Each paragraph should develop a reason, support with facts, examples, and
evidence
Give personal commentary, reactions, elaborate, and interpret.
Use smooth transitions between paragraphs.

Should be 3 Paragraphs:
What is global warming and the causes, What are the effects
of global warming, and How can their business help prevent
@ global warming in the future.

Conclusion Paragraph:
(So What?)

Summarize, restate your opinion
of each of the above body paragraphs in
one or fwo sentences.

To end letter, restate or finish of f
aftention getter.

Sincerely, — Closmg

Your Name (Sign your signature here) Signature

Printed Name

Body
(Do not indent
paragraphs in a
business letter.)

Your Title (Eureka Elementary Student)

Identification





