Word Basics (Canada) — letter starter
Sample only. Draft dated 10 November 2026 (America/Regina).
We wrote this text ourselves. It is not a real letter and not legal, career, or immigration advice.
Do not type passwords, SINs, or other private numbers into a practice file on a shared computer.

[Your name]
[Your town], Alberta
[Date]

Sample Town Office
123 Main Street
Sampletown AB T0A 0A0

Dear staff,

I am writing to ask about the hours of the community hall next month. I would like to book the centre for a small neighbourhood meeting.

Please let me know whether I should send a cheque for a deposit, and what colour paper you prefer for posted notices. I will practise the booking steps you send.

Thank you for your time.

Sincerely,
[Your name]

Notes for the learner (not part of the letter):
- Give the title line a Heading 1 style (Lesson 5) if you add one, such as “Hall booking question”.
- Use Canadian spelling: centre, cheque, colour, practise (verb) / practice (noun).
- This is not a resume. The Job Search course goes deeper on cover letters.

