Closed Business Letter Format

Sender’'s Address

Jurie May Summers
122 47 Street
Townville, ST 10101

February 13, 2009

. , . Or. Thomas Winter
Receiver’s (Inside) Address 911 Hospaal Drive
Big Ciy. ST 11000

Salutation p Dear Dr. Wirter
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Date
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The quick brown fox jumps over the a2y dog. The quick beown fox jumps over
\_ the lazy dog. _J

Complimentary Closing P Sincerey.

Junie May Swininers

Jumie M. Summers
Assistanttothe CEQ
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