130 Sandwich Street 

Amherstburg, Ontario

N9V 1Z8

January XX, 200X

Mrs. N. Rockefeller

341 Sussex Drive

Rockcliffe Park, Ontario

N9V 2K7

Dear Mrs. Rockefeller

Paragraph 1 – intro

Paragraph 2, 3, 4 – proposal

Paragraph 5 – conclusion

Thank you for your time and consideration.

Yours truly

Your Signature
Your Name

