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Sample Business Letter

Sue Surgeon

987 Hemistat Lane

Sterile, NE 99999

National Association of Nurses

123 Getwell Drive

Miami, FL 00000

July 6, 2000

To Whom It May Concern:

In our 9th grade English course, we are researching careers. I am very interested in nursing careers and would like more information about the profession. Please send me any information you have available to the above address.

Thank you in advance for your attention to this request.

Sincerely,

Sue Surgeon

Use a business font. 12 or 14 pt. Run spell check. Print two – one to send and one to turn in.  Use a Word document to complete this assignment.

