[Insert day month year]
Dear [Insert name or Sir / Madam]
Re: [Insert headline e.g. Missing Victorian man] 
[Insert introductory paragraph]

What the letter is about – e.g. “I am writing about the disappearance of missing person.”
[Continue introductory paragraph here] 

e.g. “Missing person disappeared from x location on x date.” and other relevant information about the disappearance.
[What you are asking the reader to do]

e.g. “I am writing to you in the hope that you might distribute this information to your networks, and ask them to help by keeping an eye out for missing person.”
[Description of missing person] 

Height, hair colour, character etc.
[Details of what to do if missing person is seen]

e.g. “We are asking anyone who thinks they may have seen missing person to please call [police may provide advice on the number to be called e.g. 000 or Crimestoppers]

[Mention anything that is included with the letter]

e.g. I have also included some posters of missing person should you be able to display or distribute them in your organisation. If you wish to print more posters, they can be found here: [insert website / Facebook / Dropbox link to poster].
[Insert links to further information]

e.g. “For further information please visit [insert URL of the dedicated Facebook page and any other social media profiles dedicated to finding your missing person e.g. Twitter, and insert URL of dedicated website if you have one].” 

Yours sincerely

[Insert name]
[Insert photo of missing person]









