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Respond to the letter Ms. Cowden wrote to you.  Your letter 
should include all the elements of a professional letter: 
 
��heading & date 
�� inside address 
��salutation 

��body (with clear 
beginning, 
middle, and 
end) 

��closing 
��signature

 
Please be sure to include the information she asked for in the 
final paragraph, as well as anything else you think is 
important.   
 
 
 


