





(to be dated when signed)

Mr./Dr./Ms./Mrs. (Name)

4567 Hometown Lane

Mytown, ST  12345-6789







Dear Mr./Dr./Ms./Mrs. (last name):

[Times New Roman; 12-point; no indent, unless for signature of the Secretary; centered on page]  Begin the first paragraph of each letter with "Thank you for your letter regarding ..." followed by a brief description of the subject of the incoming letter.  If the letter is unfavorable to NWS, it is appropriate to begin:  "This is in response to your letter dated June 22, 2001, regarding..." 

Double space between paragraphs.  The first and last paragraphs may be one sentence.  All other paragraphs must be more than one sentence.

There should only be one "thank you" in a letter.  The last paragraph might read "We appreciate your interest..." depending on tone of the letter.








Sincerely,








Name

Enclosure

cc:  Charles Forrest

