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July 2, 2007

Sample Business Letter
Your Street Address
Your City, State Zip Code

Today’s Date

First and Last Name of intended recipient
His/Her Street Address

His/Her City, State Zip Code

Dear Mr./Ms. First and Last Name:
This is where you will write about the problem and your solutions. First, introduce yourself to the reader and tell them your opinion (your thesis statement). Next, elaborate on the problem in your thesis statement using the research you found. This section should include the facts and data about the problem you collected in your research. Lastly, talk about possible solutions to the problem. Include information about why the solutions will benefit the reader. Remember, he needs to be convinced to follow your suggestions. 
Sincerely,
Your Name
Your Job Title

