Research letter guidelines:
Start with the format for a business letter (see handout).  Be sure to include all relevant fields.

For the first paragraph of the body of the letter, give a brief introduction of yourself (who you are, who you represent) and a statement of your claim (why you are writing).
Next, give a more traditional introductory paragraph.  This paragraph should frame the topic (put it in some sort of context in order to demonstrate its importance and work to gain the audience’s attention).  It should also include a restatement of the first part of the claim (the part up until the reasons) for purposes of transitioning to the beginning of your arguments.

From there, lay out your arguments.  Depending on how well-supported your arguments are, each one may take one paragraph, or they may be multiple paragraphs, or some combination thereof.  The order of your arguments, counter-argument, and counter-counter-argument is also variable.  Experiment and see which method works best for the information you have to present.

As you get closer to the end of the letter, you need to lay out any plan that you have.  That is, don’t just tell your letter’s recipient what they should do, but help them see how they can accomplish your goal for them, if applicable.

Finally, close with a brief re-cap of your reasons and a final statement of your claim, which includes the “call-to-action” (that thing you want your reader to do), and a statement of solidarity (“with your help, I’m confident we can usher in a new era of blah blah blah blah”).

Finish with the proper formatting for a business letter.

For THIS business letter, you will also include an MLA formatted list of works cited and you will include MLA parenthetical citations.

