19 Higgenbottom Road .
Erie, Pennsylvania 34889
January 18, 1999

Tom Speed, General Manager

Speedy Sump Pumps .
222 Warehouse Point Road

Warehouse Point, Connecticut 16445

Dear Mr. Speed:

| recently installed a Speedy Sump Pump, model #445-A7, in my basement. Water
had been seeping into my basement, and | needed a reliable way of removing it
before it ruined the possessions we store down there. The manager of our local
hardware store told me that Speedy Sump Pumps were the best on the market and .
should do the job. | have enclosed a copy of my receipt for that purchase.

With all the snow we have had already this winter and with the usual thawing around
the foundation, water has started to come in through the basement’s foundation
cracks. At first, the sump pump did an admirable job of removing the water. However,
last week, the amount of water coming into the basement increased slightly and the
Speedy Sump Pump cannot begin to keep up. In fact, sometimes it doesn’t come on
and | have to go down to the basement, wade across the ankle-deep waters and
shake the pump before it comes on and pumps water out of the basement.

The manager of the hardware store tells me that | need to ask you what the problem is.
If you cannot solve the problem with the sump pump, | am hoping that | can get my
money back from your company because the pump is either inadequate or defective.
Perhaps there is a better model of Speedy Sump Pumps that would do a.tter job?

| shall look forward to your response. | can also be reached by phone at (555) 872-
4889 between 5 and 7 p.m. daily.

. Cordially yours,
Charles Dogsbreath

Charles Dogsbreath

Enclosure


Important Note
The first line of your heading should be about  one and a half inch from the top of the paper

Important Note
This is MODIFIED BLOCK style. Regular Block Style would have this information flush to the left with a double-space between the date and the first line of the address.

The date comes after the complete address.

Important Note
Use the full address for the recipient. Double-space to the salutation, which should begin with "Dear" and then use the person's name. Finish the salutation with a colon.

Important Note
Single-space all text. Double-space between paragraphs. Indenting is not necessary; in fact, it's inappropriate.

Important Note
Your conclusion should be honest -- but also as positive as possible. The last thing you want to do is make your reader angry!

Important Note
Finish by letting your recipient know how he or she can get hold you. This provides the assumption that your recipient is going to ACT on your request.

Important Note
End with a pleasant closing, followed by a comma, triple-space before your name. 

"Enclosure" advises the reader that you have enclosed a document with the letter.

If possible send the letter in a regular business-sized envelope. This would require a three-fold on your letter, with the enclosed item securely attached by a staple.

Important Note
Use a one-inch margin on both the left- and right-hand sides of your text.


