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230 Glendale Court

Brooklyn, NY 11234-3721

October 30, 2007
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Ms. Julie Hutchinson

1825 Melbourne Avenue

Flushing, NY 11367-2351





2
Dear Ms. Hutchinson 
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Sincerely
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Rebecca Dunworthy

Return


Address
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Mailing


Address





Salutation





In the first paragraph, introduce yourself and provide a bit of information about yourself. Explain your reason for writing. 





Body





Tell the reader about your design and why you chose the particular design. Tell the reader what materials were required to build your design and what you believe the cost to produce more will be. Give an estimate on how much it will cost to make a chair for production to sell. If your chair needs to be redone, explain what the new chair will look like.
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In the last paragraph, thank the reader for his/her time. Tell the reader that you will call them in one week to arrange a meeting to further discuss your design plans. Explain that their investment in your product is much needed and greatly appreciated. 
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Use Times New Roman 12-point font, with a 2” top margin and 1” side margins.








