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Street Address -  City, State Zip Code  Phone (000) 000-0000 – Fax (000) 000-0000


Email address – Website address











Company Name











Month, Date, Year








Dear Recipient Name:��A business letter is a formal way of communicating between two or more parties. There are many different uses and business letters. Business letters can be informational, persuasive, motivational, or promotional. ��This design was created to print on Southworth's Ivory Parchment Specialty Paper.  Perfect for certificates, awards, presentations, letterheads, invitations, menus, calligraphy and more! Available in a wide array of colors: Ivory, Gold, Blue, Copper, Gray, Celery and Coral – all with matching envelopes. Laser, inkjet and copier compatible. Item No. 984C.











Regards,





Sender’s Name





cc:














