WRITER’S ADDRESS







DATE
Full Name

Street

City, State ZIP

Phone number

Email address

RECIPIENT’S ADDRESS

Title + Full Name

Job Position

Street

City, State ZIP

Phone number

Email address

Dear ____:

LETTER

LETTER

LETTER

LETTER

LETTER

LETTER

LETTER

LETTER

LETTER

LETTER

LETTER

Sincerely,

(sign here)

YOUR NAME (typed)

YOUR JOB TITLE
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1333 S. Prospect St. – Nanticoke, PA 18634 – (570) 740-0200_______________
