Heading_________________________

_________________________

_________________________

DOUBLE SPACE

____________________________

____________________________ Inside Address
____________________________

DOUBLE SPACE

__________________________: Salutation
DOUBLE SPACE

_______________________________________Body__________________________________________________________________________________SS___________________________________________________________________________________SS___________________________________________________________________________________SS___________________________________________________________________________________SS___________________________________________

DOUBLE SPACE

_______________________________________________________________________________________________________________________________SS___________________________________________________________________________________SS___________________________________________________________________________________SS_________________________________________

DOUBLE SPACE

_______________________________________________________________________________________________________________________________SS___________________________________________________________________________________SS___________________________________________________________________________________SS_________________________________________

DOUBLE SPACE

_________________________, Complimentary Close
      4ss


_________________________ Signature Block
Full-Block Letter Style

Standard Punctuation
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