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Your Name

Dr. Martin Luther King, Jr. MS
13737 Wisteria Dr.
Germantown, Maryland 20874

December 2, 2008

Laura Smith

Foreign Language Exchange Program
209 Scarlet Lane

‘Washington, D.C. 20015

Dear Mrs. Smith:

(begin at top margin)

(4 blank spaces)

(2 blank spaces)

(2 blank spaces)

(2 blank spaces)

Paragraph I — introduce yourself and give the purpose of the letter.
(do not indent paragraphs — leave 1 blank space between them)
Paragraph II — state some research and compare to United States

Paragraph III — conclusion — summary of above.

(2 blank spaces after last paragraph)

Sincerely,

Your name
Student

(3 blank spaces — signature)




