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Business Letter Template

[Your Street Address]
[Your City]
[Your Postcode]

[Month, Day, Year] 
[Name & Title of recipient if known] 
[Company Name]
[Company Street Address]
[Company City]
[Company Postcode]
Dear ["Sirs" if the name of the recipient is not known or "Mr/Mrs/Miss Surname" if the recipient is known],
[Main body]
Yours [faithfully/sincerely – faithfully if you do not know the person, sincerely if you do],
[Your written signature]
[Your Name]
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