123 Friendly Letter Way

Catonsville, Maryland 21228

February 2, 2005

Dear Ninth Grade Student:


The first line will be your introduction of yourself, including your full name.  Then, you will give two or three appropriate facts about yourself, facts that should be of interest to your audience.  Finally, as your thesis statement, explain why you are writing. [Extra tip:  If you'd like to, add a preview of points--these are your 3 topic sentence main ideas.]


Your first body paragraph begins with a transition and the topic sentence.  Next, you will offer specific advice.  After an appropriate transition, describe a personal experience that illustrates the advice.  Elaborate and explain your ideas so that the audience will be interested in the details and convinced by your explanation.  Finally, conclude your paragraph with a concluding sentence.


Your second body paragraph begins with a transition and the topic sentence.  Next, you will offer specific advice.  After an appropriate transition, describe a personal experience that illustrates the advice.  Elaborate and explain your ideas so that the audience will be interested in the details and convinced by your explanation.  Finally, conclude your paragraph with a concluding sentence.


Your third body paragraph begins with a transition and the topic sentence.  Next, you will offer specific advice.  After an appropriate transition, describe a personal experience that illustrates the advice.  Elaborate and explain your ideas so that the audience will be interested in the details and convinced by your explanation.  Finally, conclude your paragraph with a concluding sentence.


In conclusion, paraphrase why you have written.  Then, summarize the three pieces of advice.  Finally, end your letter with a cordial sentence.









Sincerely,

