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A Business Letter

Below are eight parts of a business letter.  Decide which part of the letter goes where and rewrite the letter on the next page.

	Dear Home Central:

	
	I have decided to purchase a new home and I need some help.  I would like a two-bedroom place in the city close to my job.  I would prefer a home with an enclosed yard or a balcony for my dog.  Air conditioning, washer/dryer hookups, and a garage are a must.



	
	
	

	19782 Hermosa Lane

Hermosa Beach, CA 90254


	
	February 13, 2002



	
	
	

	Home Central

9280 Pier Street

Hermosa Beach, CA 92627


	
	Sincerely,
Wendy Willis



	
	
	

	I’m willing to spend between $150, 000 and $200, 000 and I am prepared to put down 20%.  If someone at your office is willing to help me search for my new home, please contact me at the address above or you may call me at work (310) 555-4553.  Thank you for your time.


	
	Wendy Willis
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