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______________________  (your address) 

______________________ 

 

______________________  (date) 

 

______________________  (recipient’s name) 

______________________  (company) 

______________________  (address) 

______________________ 

 

______________________  (Dear ______) 

 

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________ 

______________________________________________

______________________________________________

______________________________________________

______________________________________________ 

 

                    _____________________     (sincerely) 

                      _____________________     (your name) 

                    _____________________      (company) 


