Layout

A Company
123 Business Street .—
London

W1 2AB

Phone: 020 123 4567
Tth January 2016 —

Polly Person
5 Hilly Street
Sheffield P — — — —

513vzv
Dfﬂr M; PE‘F!:DI'L F — — — —

Xrxxmn Bf OO0 XENKKE XOO000 KNKKE Xxooo, Kxooo K K
AAKK KE KKE K KEXXXXCOONE, X OO0 MXORKE KXXXXOOE X X0 XAK XNK

w0 . OO M NNEM X KMEEE NN X N0 ¥ Mxxxmx. X o ._

ANKEKE EXKOOOO0 X X0 HAX KK KK KEEX, Maxxx xx XXxx x xxxxx
HNNE X MEEEX X EXEEXE,

Haxe xax ® MM NN XN MEN OCNN K 00K MK,

Yours sincerely

John Smith F — — — — =
Manager

— —® Your address

_— — Date

— ©® Recipient’s address

— =— = —8® (Greeting

— — @ Main body

— =@ Closing farewell



