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St. Louise,
MI-6509
23-Feb-12
<Mention Recipient’s Address Here>
Dear <Recipient’s Name>,

My name is <your name>, and I am <your age>. I am writing you this letter because <reason you're writing>. I have some questions that I hope you will answer for me.

<questions>

It would be very nice if you could answer these questions for me and send me a letter with your signature. Keep doing a good job.
Thank you very for your time and consideration. Would be looking forward to your response.

Warm Regards,
Bentley Thomas
Encl: <List of enclosed items goes here>
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