1234 Main St.
Anytown, IL 60001 < heading

March 17,2008
} <+— skip 3 spaces
1. M. Bose, CEO

Intec Systems, Inc. <

456 Industrial Ln.
} <+— skip 3 spaces

Worktown, PA 34545

Remember that you may either skip lines between paragraphs OR indent the first lines, but
don’t do both! Remember that you may either skip lines between paragraphs OR indent the
first lines, but don’t do both! Remember that you may either skip lines between paragraphs
OR indent the first lines, but don’t do both!

inside address
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Sincerely, <
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Agood Student
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