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123 Lane, Area 456, City, State, Pin Code


February 14, 2012

[Mention Recipient’s Address here]

Hello,

Well as you know I am a graduate, the dorms are clearing out for the summer, all my professors have gone on vacation, and I'm also ready to come home now. I want to ask you something how do I get a good job? I have no clue how to look for work. I think I didn’t pay attention or I must have been asleep or hung over or something when they went over that in class. How does one find a job as a [your field of interest]? Newspapers? I need your guidance. Let's sit down and talk about this when I get home please and discuss. Unless you'd rather just let me live in my room until I'm, oh, 40 or so? See you soon. Take care.

Warm Regards,

Bob Travolta 

Encl: [List of enclosed items goes here]
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