1234, Main Street
Boston, MA 02123

05 April, 2005

<Recipient Address Goes Here>

Hello,

My name is <your name>, and I am <your age>. I am writing you this letter because <reason you're writing>. I have some questions that I hope you will answer for me.

<questions>

It would be very nice if you could answer these questions for me and send me a letter with your signature. Thank you, and keep doing a good job.

Regards,

Robert Anderson


encl: <List of enclosed items goes here>
