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salutation
first paragraph ( introduce yourself, acknowledge your recipient, tell why you’re writing

body of the letter ( 3 required components to the letter: lay out your case ( education should be this, here’s how it’s not living up to that, here’s how I propose to fix it

concluding paragraph ( thank recipient for his/her/their time and attention, mention your references, tell recipient how he/she/they could respond to you

signature

