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	To:
	[Type the recipient name]
	Company:
	[Type the recipient company name]
	Fax:
	[Type the recipient fax number]
	
	

	Date:
	[Pick a date]


	From:
	www.Online-Templatestore.com
	Subject:
	[Type the recipient company name]
	
	



Dear Peter,

Opening paragraph…







Body…..





Closing paragraph

Yours faithfully,
For Online-Templatestore.com


A.N Other
Project Manager 

Cc:	Peter Cash (Ecobuild)
	John Stewart (DH Arch)
 (
00
 
XXXX
 Avenue
PO Box 
000
, 
0000
Town Name
(
code
) 555-0150 tel
(
code
) 555-0151 fax
www.
online-t
.com
info@
online-t
.com
)
Administration • Pre/Post Contract • Claims • Cost Reporting
Management • Commercial • Contractual • Procurement / Adjudications
Implementation • Business development • Company procedures • Marketing plan
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