BUSINESS LETTER FORMAT PACK

Format: your address, the date, the closing and your name begin at the centre of the page (3.25 in from the left
margin); everything else is flush left.

[Your street address, City, State ZIP]
[Month Day, Year]

[Recipient block]

Dear [Title Last name]:

[Paragraphs, flush left, blank line between.]

Sincerely,

[Your typed name]

Notes
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