Formal Letter Planning
	Address:
	
_______________________________________
_______________________________________
_______________________________________
_______________________________________

	Date:
	

	Who are you writing to?
	

	Why you are writing?
	
_______________________________________
_______________________________________
_______________________________________


	Reason 1:
___________________________________________________
___________________________________________________
___________________________________________________

	Reason 2:
___________________________________________________
___________________________________________________
[bookmark: _GoBack]___________________________________________________

	Thank them for considering
	______________________________________
______________________________________
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