123 Winner's Road
Wailuku, HI 96793

January 4, 2013

Angela Nelson
1650 Balwin Avenue- Portable 9
Wailuku, HI 96793

Dear Ms. Nelson:

The first paragraph of a typical business letter is used to state the main point of the letter. Begin with a friendly opening; then quickly transition into the purpose of your letter—introducing yourself to the teacher. Use a couple of sentences to explain the purpose, but do not go in to detail until the next paragraph.

Beginning with the second paragraph, state the supporting details to explain who you are. These may take the form of a short story describing you who are or a list of several things you enjoy. A few short paragraphs within the body of the letter should be enough to support your reasoning.

Finally, in the closing paragraph, briefly restate your purpose and why it is important that I know these facts about you. Close with gratitude for the reader's time.

Sincerely,

Your Name Here

