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Response 

 

Your Address 

 

 

 

 

 

Their Address 

 

 

 

 

 

Date 

 

 

Polite opening greeting / salutation 

 

 

Introductory Paragraph: 

• Why you are writing and who the person is 
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Describe two examples of what this person does for the community 

 

 

 

 

 

 

 

Explain why this person should win an award 

 

 

 

 

 

 

 

 

 

 

Concluding paragraph 

 

 

 

 

 

Closing salutation 

 

 

 

 

 

 

 


