YOUR ADDRESS

November 29, 2001


COMPANY NAME

2000 Main Street

Chicago, IL  79001



To whom it may concern:

Dear Sir or Madam:



1st PARAGRAPH:  Identify product, tell them why you are writing

2nd PARAGRAPH:  Tell specifics of problem and share what happened to you

3rd PARAGRAPH:  Your request for action, when you want to hear from them


Sincerely, 


Your Name

SALUTATION—needs to be formal





Use emotions





Either add a space between each paragraph or indent
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