LETTER OF INTENT

Once you have selected your topic, formally declare your paper and process/product in a business letter to the Senior Project Steering Committee.  We realize that you have had many conversations about your Senior Project in class, but this letter announces to parents, to teachers, and to judges exactly what your intentions are.

This activity will benefit you in other areas of your education and in life in general.  Knowing how a write a business letter can be very important in establishing a favorable image of you to people who have never met.  There are certain rules that must be followed for basic letter writing skills.

1.
The style of letter that you will be using will be block style.

2.
The entire letter is typed at the left margin (one inch).

3.
Do not indent at the beginning of each paragraph.

4.
The body of the letter is single spaced, with double spaces between paragraphs.

Be careful with your spelling and grammar.  Pay attention to the format, following it strictly.  You will continue to redo your letter until it is perfect for your portfolio, so make it easier on yourself!

The following page is a template for the Letter of Intent:

123 Any St.
(Your mailing address)
Anytown, SD  57000

May 6, 2006
(Quadruple Space - return 4 times after the date


Leaving 3 blank line spaces)
Steering Committee for Senior Project

School Address

Schooltown, SD  57000

 
(Double Space – leaves 1 blank line)

Dear Members of the Steering Committee:

 
(DS)

The first paragraph of your letter should contain the general area of interest and your background, if any in the area.  


(DS)

In the second paragraph, you will describe the specific topic/main ideas of your research paper.  You also need to provide your proposed mentor’s name, title/position, place of business, address, and phone number. 


(DS)

The third paragraph of the letter should describe the proposed product/process idea and explain the connection between the paper and the product/process.  Describe how the research and the product/process relate and support one another.


(DS)

In the fourth paragraph, you will declare your understanding of plagiarism and its consequences, and thank the steering committee for their consideration of your proposal.

Sincerely, 
(QS)
Your Typed First and Last Name

