Typed:

Write a Business Letter to: 

Miss Mary Smith

President

Student Software Surprises

1234 English Lane

Essayville, NY 12345

BODY ¶ 1: Four to six sentences in which you introduce yourself and request that Miss Smith send you a copy of her company’s latest computer software, entitled ELA the E-Z Way, for the cost of $29.95. Explain why you want to purchase the software and what you hope to gain by using it.
BODY ¶ 2: Two to three closing sentences thanking Miss Smith for her attention to your request and stating that you have enclosed payment.
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