
Waipahu High School Senior Project 

 

Your Street Address 

City, State  Zip Code 

 

 

May 20, 2013 (Date) 

 

 

Senior Project Grader 

Waipahu High School 

94-1211 Farrington Highway 

Waipahu, Hawaii  96797 

 

(Address letter to “Senior Project Grader”) 

Dear Senior Project Grader, 

 

When using this format, you do not indent to start a new paragraph.  Use one inch margins for 

your Letter of Intent.  Start the first paragraph by introducing yourself in a friendly, yet 

professional, way and then state the purpose of your letter (which is to explain your topic and 

learning stretch of your Senior Project).  Know your audience (adults who will be grading your 

project components) because it is very important to keep their attention.  Remember, you are not 

writing to yourself, think in terms of the recipient and write passionately, yet clearly, so the 

reader will understand your message.  Use a couple of sentences to explain the purpose of your 

Senior Project, but save the details for the body paragraph(s). 

 

Start the body paragraph by justifying the importance of the main point.  In the next few 

paragraphs, explain the parts of your Senior Project (the paper, project hours, and product) and 

how they all tie into your essential question and purpose.  Body paragraphs are where you offer 

your Senior Project idea and proposal (remember you are trying to gain approval).  Write as 

many body paragraphs as you feel are necessary, but keep it on point.  You do not want to bore 

the reader with extraneous or tangential comments that are not necessary for understanding your 

main points. 

 

I the closing paragraph, you should restate the purpose of the letter.  Remind the reader where 

they can contact you and make sure to close the letter in a friendly, professional manner. 

 

 

Sincerely, 

 

[ Your signature here ] 

 

Your printed full name goes below your signature. 

SAMPLE LETTER 

OF INTENT 


