Business Letter 

Final Draft

1. Make corrections to your letter.

2. If you have “see me” on your first copy, make changes, print another copy and turn it in to Ms. Ragatz.

3. Print 2 copies of your final draft.

4. Sign 1 copy and properly address an envelope.


5. Turn in the second copy and the sealed envelope.

Room 31


Conley El. School	


500 S Arrowhead Dr.


Chandler AZ 85224		





Company Name


Atten: Customer Service


Street Address


City,  State   Zip Code








