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:Mr~ NelSon thrttmann /140) ~g: ·st:reet ( South Befid. IN 46628 I :near Mr. 
Guttmann: 
1. Wh~ Y91l ~ve a romplaiilt ahom a prodilet Qi' a: service. 49 J9Jl .. kn.ow how 
to writ¢ .a le~ th.at. gets ,resul!s?·All 1:00 often,_-poople :wrlte]e.tters t1m.t 
-a~va,te li_prtible..Illl;a.thet tllan alleviate it.. ~ey gt#t ·so wound Up. in thcit: 
anger :or frustration that they -do. not;:ext}WP: the p.robl~ 9l" ,how they want.. the 

ble sQlved. Three .,.....,...1 .... ste' s will hef · .· .oet action,. pJ;Q . m . . ->~_y-- P . :P yo.u -~ . . . .. . 
·tv~_}'QIJ need to-_~ly ~lain wbat.tbe. ptoblem-ls . .Be ~ t~rtltQ"\{i4.e 
c6•te ~on.. b"llt. k~},t "~cut ~d sweet..•r·usuafiy-·otta· Qf.tw.o· 
setitences.k enQugh. :N.~~~ tolf. ~ tp·-e~~-)V~;yoo have dbne uryo.ur· 
~ to·resotYe-the _ptabtem. Mentif;y the ~teps· ypq-fq)lqwea.: fu ~ -~ iD 

WN.cll tbey"l:t.~wene(L Includeall. peninent·tae-is- l>.f:Jdea:'l~.~ ®Y ~~ 
:.-.. ,c ........... ..: or- .If ~ '--·.e s ..v-...1'-' .,l,~~uments. oo suriHo ·-- ··je<i4' +~..~....,_ m: .... ..:~i.~ l.lf..W~I,IJ,q,yi !ff. .. -~•:1''~ !-JAY· ... w~~~ :l· eilC ,_ ~ ~:aA-\~J', 

explafu.cleany Wba.t uJ$·w:U wattt q~ ~~ ~nable. -DOirl· ask for a. 
millidll doll~ H'.the-prodUJ:tt.t11s.t .$19 ,9$;. 
·1 WJiting a goOd co~piamr:.J.e.tret .ts jl.ls.t Q~ $~p~e w. ~-~y ~ds of 
~~ i!l~-ru:e covered in ·our 'Thmm1micatiOas ·.fO.ttvday.'i 00~ ~ ~ 
P;ttkerJnsti~~ .. the enclos~ ~odmre ptP.VideS'~ d~. P.9tl~t 
waste an:o""""r J<>H-~"-Si · · · toda: ;. ~=- · re1 '.,. Marmn-At Toiliahsah .:rn._ ...... ....., -~ ~ ,g'Jll)p . ' y • . ~~-' y? .f:> .... .,., ~~ ,!..!.~~ 

••• 
... ·.;·- ·--'- .>..:. .•.. ,. - . . .•• ·.· ··~--~·. ·=="-'-=· '-"'=' ·"""·~·--;:.;l..· ' ,... ......... _.._ ____ _ 
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Letter .3 
P.etsonai'Bu..Siiwss 1-.~ttQ!'~ b!~ $tyle, $nd!lfd. p.unetuatian 

U®, the current-date and send tl'le letter bY Federal ExpreSS, 

~ tJJfiJU~z!o 
(izy 81¢11:{ '(j~ ~ 1) 

M~ I? 622.60: 

&1!41" '6W;

~}tpe,~fk~r.&~ro.Mfttri4!dtl·~~~ 
¥rfo~~Utf.~dM~~ 

• P~ Jfj)f;t:f:w~ii.tJ:tm~~~H<t~for!>:~-~-~a;/;IJ:e\ . 
• -Po_JUk _wyourkl>~ ."iiielt.~4hdi«iR;Jft1f~ptif-~~ 

.u if~ 6r ndi!Mittiit.ilr6ppttli>ili:. Aflioh ·~ · · 
~ l>tJ ltD/;-- t.. wltik· · • • 11 

···~----~ 
• m f£tJt ~ p.ur~ wiik }'(!~;~(. ~PfJf!IU' fot9ex 
• Do 'iWf:-~b#C ~-tD!f§~ m} ~ ~~ pr grof!.~tr.Ptd>lb~-
• (J~ swtbti1i.tiii> -~.t$~ l{)'d«i' hiAwft4ge-if~· 

£"'~-~~ ... wtfl,: ,.,...~~,;,/.,.s... , ViJttr CIJI1ectW~rJ "~;_~JrJ. f)~ &lf1;. .. lllJ.A:u-.jp 'OM; 
. '1'!:'-r-"'~ .. -~r . ......._,, . .. H<k.'J•M·•Y··{l' · 
~~-~ •. ,· ·,. 

r~?' 
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1- ·-. -· ··~·-...-.r-r·-.. -·- -·--,-- . .-,-,--. . . -., .,...,-.-----,- - .-,.,--:,-.-,.,.· 
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Letter$. 
.6usine$5 .Lettet: t:n~fisd~bloCk. style'Witf:l ihdente:P p~,qph~; standai(j ~\Jnctu!l1toit 
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Let:ter7 
· P'ef$0n~U$ines_s Letter: mo~ij~·bi9CK styfe, stan$rd pun.ct!J<Uiotl 

[Curren! 4¢¢-] J.titters<&fitori.'fh~ Qlobe;.f~ f~'O .. 13~ 1826/ · 
N~Jma.}i(H 0~061~:1826 r;p~;S;i:t~ Ma<buri: · t.~~ FP9d rt:mdiation.J. 'IllY-
........ <>n, artl.c1e:lii the ·Foods_ ...... ~ .. re ardin::g:fl..~ O:vet.lmlenfs .;,aans to. ~ . . . . . . ~4Qll. g . ."!!!? ~. . PL , . 

lntreare ·~ num.b~-!>f foodscthat ~ill})~~ wlflHrradi@.on was very 
gOQd. aey.revet; $ usual ~ ~~~ be~J} a,,nUinl>er. Qf l~$::t:s •wtitteh :rothe 
n~pa.~ ~tinhe ~ clfectS ·of i~tadi:o<R~~, ®.<l. t· 'nier6·~-tiQ ·.t:rwh 

---l~::: ___ -tnt9 . ..-siatement-~ra.Qi$.(:tlyo,ruueniilis·:liftil1. tll.eJ'OOd. . .after· irra;Qi~.tw....!. 
~on. cotil~ be ®\de;ta•-<fenta'l x~raji$.~ Wh.ett~Xrfay is*~ ·t®-Jeelh 
are .itt~dia~ bu.ttfQ fadldacliv.ell!ater~ ~ieft m:tne.m:~·Qn.efi'i$h a ... 
tongue .~ .not r~.e .. 'l~{o;ds fQQd.radtoaetive~ ~OI:L·i:Tire .. . 
th-ought that tlte. food is al~ ~!f~hemica1s a:~teifthat= ~.'Iwm .theo bqdy 
o.r ~e. cancer are ~uaily ·wlihout merit FD.A ~tcn..tisw haY.e ~ tQ;at · 
.litadiation ca\IS~ ,fewer cb.mgeg than ~anning. brOiling, or o1;(!~ ~6km.g; 'I 
n has ·been proven thaUrradiatiop, U.~ GID!S¢ .a. t~ of. vi~~-pro.:ticuJMty 
·VitarQin.s ~.~. c~. and •beta ~~~e..l.Iowevet, regplat; ¢eoklli~ .alsb causes~· 
:l9ss <>i th~:'9.itamins,. fam.· ~: nu.tdtlonist and l ~9Vl4.tathet eat~~ 
t~ Ulan to eat. or thr(>w: Qllt.alot Qfnon-~~ fu.od that has go.~ b~ ( 
SiJi~))I.Lois 4. ~(l R.N . .f.;t0$ .·S~U:atli!P· Dli\le/ Na.sh~NU.·t>~ · 
{02-1 
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tO - . 
Aprilj{, XXXX 

.. . ~ 
.Melip~ p .. ~ om~~~ 
~Q~. $al~ · 
DS 
·&closures 

·!'!u {" ~ tQt j>laclt,:g <>rik<$ls May_~ CWmlt.~la<l<if..,., Mily Jf will bo ileld at 

• ... ,, 1 c t . s. •.- .. ~ · · 
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'4 Col~~ Springs" co'· ROSl.S-1123: 
- -~~ . N.Q_-v~J.tb.e¥ -~~ ~:.. ... :-.:: ~ . 
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MS. _Lorna l(; .. R.ya:n.~ di,~eetor 
ma.~~ Sf;tt'Vices; tnc 

· 3~0 a: .. . co.ifax: Ave~---: .. · · 
~t.r GO aa-.2o3-Ga·as: ·. 

·---~ .. ~-----,; ... 4 ... . ...... ""--..-- .,, .... ~.:· -~-...i - -.-~ ... r.-,;;.J~- ... , _. ·, -; .,"':~'" .. ""'! ~ ,- •• "f -:-~ .. _ ... ~ ...... '"t~ - <oAc~ •• ~- ... : .-:·· r ..... ... .. ... 

· ·~· ~t:ar inS • Ryap. . · -. . . • f.r 11 . • 
::=·· ·- ·~~~~ 

-~- -~!-~~ - ·~t-~ ~~oe~s y.Ou -~~- r_g ~~c:ent t~k ~t . 

< ... ~.!o;r~: ~o~ef~ ... fa~:l ~ a · X:t~lt Of ·p~+~~~l tratts· than_ b$_~se: 
··~::·.:: . uf weJK Jt~~cal sl¢il);s ..• :r= . ; 

. • eA... :. .. . 

- ,~ . Wan-t t:o ~~e ·.th·fs ~tat~tit: ·:~ ·a? .~#e:: ! : -~~ :\ri:i~i:n.st. t$~:Ie<i 
;;~t ~girting worke~a-.·~~~- -~d 1: ·would Uxe to ~f.AA . iJ:,~- · 

· s~~eh- scidies to ·whJ:Ch l:bU ref'erreci~ tllat, -! ~ ·l.:wiride· -theuf 
-. ~li,l: . :~ ~e+:enCe Us.tt~ . . . ro: .. ·,. . . ·.·; . . -: . . ' ... ·.· 

• .. • .. ...<..r. 
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Name: _________________ Date: ___ Hour: 

Rough Draft Notes and activities (Proofreaders' Marks) 

Please pay attention to these marks. They will be part of your FINAL EXAM!!! 

Rough Draft Symbol Action to do in text 

Insert 

# Add space 

Transpose 

(flip order of words) 

Delete 

Close up 
............... --""' ------------ (Bring words together) 

Capitalize 



Mr. John Doe 
12345 Nineteen Mile Road 
Clinton Townshjp, Michigan 48038 

Dear Mr. John Doe, 

Body of letter. 0 0 0 0 0 00 

Sincerely, (Respectfully) 

Jason Youngblood 
Cruppewa Valley High School- Keyboarding Teacher 

Personal Business Letters Format - Jason Youngblood - Hour 3 

---~-~ 




