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{1 inch margins on all sides of the letter)

1. Return Address: (if not in letterhead logo)
2. Date: 01/01,/,201X

3. Reference—Re: How to write a letter
4. Delivery (optional): USPS Certified Mail #123456789
5. Recipient Note [optional): Confidential

6. Salutation: Dear Student X:

7. Introduction: This letter is to inform you that the myth of a paperless office, where you will not be
required to produce hard copy letters on letterhead, is a myth.

8. Body: While e-mail has largely replaced letter writing for many applications, there remain several
reasans for producing a hard copy letter, The first reason is that you are required to write it for this class,

as many employers still produce letters as a normal part of business communication, including
documentation. Next, we must consider that paper sales in business have increased across the last decade,
showing no signs of the decrease we would associate with the transition to the paperless office. Finally,
business letters serve many functions, and your proficiency in their efficient and effective production will
contribute to your personal and professional success

9. Conclusion: Letter writing is a skill that will continue to be required in the business environment of today
and tomarrow,

10. Close: Sincerely,

11. Signature Line: Scott McLean
12. Preparation Line: G5M/ep

13. Enclosures: (optional, if needed)
14. Courtesy Copias: cc: Jenn Yeg

15. Logo/Contact Information: @ 13 M, Mill Street
flatworld  Nyack, NY 10960
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2015

* Hotels & attractions, rated & ranked
* Insider tips that save you time & money

California Camp Chawanakee Fresno, CA. Sequoia Council Summer Camp, located at 5280 ft. on Shaver
Lake in the mountains of Fresno County. The Staff is a group of.

Filed Under: Veteran Education, Veteran Rehab, Vocational Rehabilitation Tagged With: G.i. Bill, United
States Department Of Veterans Affairs, Va Vocational.

It seems no one’s immune to Disneyland nostalgia, even those who didn’t grow up in California or go to
the park every year as kids. The wonderful worlds Walt.

WDWMAGIC.COM Discussion Forum, Bulletin Board, WDW, Walt Disney World News Rumors Photos
Reviews

A guide with frequently asked questions, menus, news, and resort information.

Disney Vacation Club information including resort room reports and DVC points charts and a Disney
Vacation Club point calculator.

He was born in Midland and attended Schreiner College and St. Mary’s University. He made his home
in San Antonio, but worked in the Gulf of Mexico on drilling.

The Unofficial Guide to Walt Disney World Color Companion, 2nd edition. A full color visual feast that
proves that a picture is worth 1,000 words.

OC kids playgrounds and nature play trips. Meet Your Guide. Michele is a local mom, play advocate,
and nature guide sharing parks, play trips, and outdoor.

Looking for 2015 corrections? Go to . Have a correction for the 2016 edition for us?



