Stone Ridge Street

Los Angeles,

February,

Mr. Stinson

President, Stinson Children's Center

344 Western Lane

New York, NY 10027

Dear Mr. Johnson

Subject: This line holds the subject of the letter, in one line. It has to be kept to the point.

In the first paragraph, one needs to give a brief introduction of oneself. One should also give reference to the purpose of the letter in brief.

The second paragraph needs to give the details of the letter and its requirement. This paragraph is mostly longer than the others and plays the main role in the letter. Keep the sentences short and to the point. Avoid using complex words and sentences.

The third and last paragraph is the conclusion of the letter and can be kept short.

Sincerely,

Robin.
