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Your name


          and address here












Name and address of












the person you are sending












the letter to

32156 Orange Ave		(your address here)


Nuevo, CA 92567                   


jqstudent@hotmail.com	(your e-mail  address here)


February 27, 20__		(current date here)





(press enter 5 times)








Mr. Jackson,			(employer)


Manager		 	(title)


Sam’s Club			(name of business)


6363 Valley Springs. Pkwy.


Riverside, CA 92507		(address of business here)


 (press enter 2 times)


Dear Mr. Jackson:


(press enter 2 times)


I was in your club last week and was looking for a particular product.  I was hoping to purchase the new HP 435 all-in-one printer.


(press enter 2 times)


After searching for a few moments, I was approached by an associate name James Walker who was very friendly and helped me find the printer I was looking for.  I was very impressed with his knowledge and expertise.


(press enter 2 times)


I just wanted to thank you for employing people like James at your club.  I am hopeful that you will pass on my thank you card to James. 


(press enter 2 times)


Sincerely,


(press enter 4 times)


John Q. Customer		(sign your name here)


John Q. Customer


(press enter 2 times)


Enclosure:  Thank You Card


	         





           








John Q. Student


30401 Reservoir Ave


Nuevo, CA 92567





		    Susie Smith


    900 University Ave.�    Riverside, CA 92521















