
Letter of Intent Format Guidelines     SAMPLE 

Use block style (all lines aligned left) in a non-script, professional 12-point font.  Double space between 
sections and paragraphs; single-space within paragraphs and sections.  Be certain that your letter 
addresses all the topics described in the model below.  Proofread your work and use spell-check.  You 
may have others proofread and offer suggestions, but you must write your own letter.  This cover letter will 
be the first impression the Proposal Review Committee has of you, so it is essential to do your best work. 
 
 

Date 
 
Proposal Review Committee 
Deep Run High School 
4801 Twin Hickory Rd 
Glen Allen, VA 23059 
 
Dear Review Committee, 
 
Explain what sparked your interest in this general area and what led you to select this particular 
topic. Describe what you already know (or can do) related to your chosen topic and what you will 
need to learn. 
 
Describe your research plan.  Include some of the subtopics, ideas, and/or essential questions you 
expect to investigate, and identify sources you plan to consult.  Also address how you plan to learn 
any skills necessary to create your final product or share your product with the community.  
Highlight one or two valuable resources you’ve discovered while conducting the background 
research to prepare your final proposal. 
 
Transition from what you need to learn to what you plan to create as proof of your learning.  
Describe your end product(s) and how you plan to share your newfound knowledge/skills with a 
community outside the school.  Include a brief overview of the estimated total cost and time you 
expect will be required to complete the project, as well as key resources you will need. 
 
Explain what your presentation to the Project Review Board after spring break will include.  In 
addition to demonstrating the end product(s) you create, your presentation should familiarize the 
Board with key findings of your research, and assess how completing the project has impacted you 
and the community. 
 
Express your clear understanding of the expectations of participants in this program in regard to 
personal accountability and ethical behavior, including avoiding plagiarism, giving proper credit 
to all sources, documenting work honestly, behaving in a professional manner, adhering to school 
policy, and meeting deadlines whether or not you attend school on the due date. 
 
Respectfully, 
 
       Your signature (in legible script) 
 
Your Typed Name 
Your Address 

 
 

I have discussed this plan with my son/daughter and reviewed the Senior Project Handbook available on the 
Deep Run library web site.  I agree to assume all costs related to his/her senior project and understand that 
submitting this project proposal does not guarantee his/her admission into the program, nor does admission 
alone guarantee that he/she will receive the related honors. 
 
Parent/guardian’s signature: _________________________ Date: ________________ 
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