[Senders Name]

[Address line 1]

[Address line 2]

[State, ZIP Code]

Sample Letter #2: Gift/Special Occasions – Christmas Sales

[Letter Date]

[Recipients Name]

[Address line 1]

[Address line 2]

[State, ZIP Code]

[Subject: Normally bold, summarizes the intention of the letter] -Optional-

Dear [Recipients Name], 

Christmas is the time of the year to enjoy sweet treats. What is Christmas without the ever-popular Christmas Fruit Cake? 

ORDER A FRUIT CAKE AND GIVE AN ORPHAN CHILD A TOY FOR CHRISTMAS. 

Yes, that is right. Our school's Student Council is selling Fruit Cakes to raise funds to be able to buy toys for the children at the orphanage. Christmas is all about sharing and we want to share our blessings with the less fortunate ones. You not only get a scrumptious Fruit Cake made from the finest ingredients, you also get the chance to give a child a toy for this Christmas. 

We offer a 1lb Fruit Cake for just $1.50 and a 2lb Fruit Cake for $2.50. So what are you waiting for? Fill up the order form that we have enclosed and buy one now!

Sincerely, 

[Senders Name]

[Senders Title] -Optional-

[Enclosures: number] -Optional- 

cc: [Name of copy recipient] -Optional-
