Sample formal letter:

October 2, 2002

Mr. Alex Martinez

EWED Foundation

55 Temple Place

Boston, MA  02111

Dear Mr. Martinez:

I am a student at Carter Middle School, and I want to help your organization.

In our computer technology class, our teacher explained that our old computers can be recycled through organizations like the Education Development Foundation to help developing countries keep up with technology.  I am in charge of a class project to organize the schools in our district so that we can begin a computer recycling program.  Would you please send me any information you think I might need to begin this project? 

Please let me know how I can make arrangements for these systems to help the underprivileged schools group.

Sincerely,

Steve Rice

jsg

Sample personal business:

March 18, 2002

Dr. Charles Edwards

University of Hawaii

Honolulu, HI  96844

Dear Dr. Edwards:

I have referred your letter of March 9, in which you asked us about the Braves’ home baseball games in July, to the box office of the club.  I am sure you will be receiving the schedule and list of ticket rates right away.

You might want to zero in on the big double-header that is set for July 28.  The Braves will be meeting the Padres, and that ought to be one of the bright spots of the season.  The good news is that tickets are still available.

If there is any other information you need or any way I can help to make your visit to Atlanta more enjoyable, please give me a call.

Sincerely yours,

Mrs. Carol Heinz

2222 Smithville Road

Atlanta, GA 55525

Sample informal letter:










October 4, 2002

Dear Mrs. Keller,


I wanted to thank you for taking our class on a field trip to the Computer Fair at Jackson State University.  I know it is a lot of work to make all the arrangements for a trip like this especially making sure that we are all safe, have enough to eat, and arrive everywhere on time.


I never thought about majoring in technology in college, but I think that is what I want to do.  I really like the idea of being able to earn a scholarship to Jackson State.  I love spending time on my computer and I want to try to compete for this scholarship.  

Maybe next year we can visit another college!  Thank you again for opening up a whole new world to me.










Your student,










Steve

