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[Your Name] 
[Address]
[Address]
[Phone]

[CERTIFIED MAIL]

[Date today]

[Recipient’s Name]
[Company Name]
[Address]
[Address]

Re: [To what this letter refers]
Dear [Recipient’s Name]:
[bookmark: _GoBack]The main characteristic of modified block business letters is that everything is flush with the left margin, except as shown.  Modified block letters are a little less formal than full block letters and only the body is block and left justified.  The complimentary closing will  be started at the center point.
If your letter is only one page, type the complimentary close and optional components as shown below.  Otherwise, type them on the last page of your letter. 
Sincerely,
	
[Signature]
Your Name Typed
Title

[Identification Initials]
Enclosures: [Number]

cc:	[Name for Copy]

























To:  Recipients Name
From:  Your Name
Date:  (automatically generated)
Subject:

Dear Recipient:
____________________________________________________________________________________________________________________________________________________________________________ .
· Point 1
· Point 2
· Point 3
____________________________________________________________________________________________________________________________________________.

Complimentary Closing,
Your Name
Title

Company Name
Address Line 1
Address Line2
Phone NUmber

image1.gif
Sunset Trailers heading
3344 Curly Boulevard
Mensa SK S4S 3Y2

February 21, 20XX

Global Fabri _
1020 Park Ave. <« inside address

Saskatoon SK S3P 4X2
Dear Sirs:  +—— greeting

Our firm s interested in acquiing a quality canvas fabric for the production of
canvas awnings on several different models of trailers. We produce sixty to

one hundred units per year and require ten square meters of canvas per unit

We would greatly appreciate meeting with a representative of your business in

order to evaluate the quality of the canvas that you sell. Our company body
president, Mrs. Olsen, will be in Saskatoon on March 5 and would like to meet

with you then. Please contact us in order to confirm a time that you might be

able to meet with her that day. Thank you.

Sincerely yours, <—— complimentary closing

8. Olsen 7 signature
Brian Olsen

Secretary,

Sunset Tralers





