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	(begin at top margin)

1600 Main Street Springfield, Kansas 12345
	

	(four single spaces)

December 1, 2008

(double space)

 Ms. Anna Brown, Chair  Department of Linguistics  Right State University  1415 University Drive  Felicity, OH 45435

	(double space)

Dear Ms. Brown:

(double space)


I want you to know you have an exceptional employee, Jane Doe, in your support division. Her calm, patient manner was a great help to me when my frustration was at an all-time high. Her knowledge of the software and her remarkable problem-solving abilities are rare indeed. If the quality of a firm's employees is an indication of future success, then Doe Corporation has a very bright future.

	(double space)

Sincerely,

(four single spaces)

[Signature]

John Doe

(double space)

Enclosure


