Document Name:  Scuba Letter
Comments:
We need you to write a promotional letter that will be sent to one of our local businesses asking if they would like to be a sponsor for the up coming “Promenade Day Dive-a-Thon”.  
Format the letter as a block style letter with 2-point punctuation. You can create a company letterhead and include your logo. Once this is done, use the information shown below to create your letter.  Make sure that you write this in your own words and not simply retype the information I have given you – if you do, it will not make sense.
Use a 12 point font for the letter. Use your return address and the current date.
The letter will be signed by the company president, Scott Mask.  Put his name where you normally would put your own.  

Information:
Send the letter to::
Ms. Jackie Saddy, Barrie Travel and Tourism Council,  P.O. Box 131, Barrie, ON  L4M 1M3
1st paragraph – Tell Ms. Saddy we have appreciated the travel council’s support in the past and for letting us place pamphlets at their office.

2nd paragraph – Ask the council to include our July 1st Promenade Days Dive-a-Thon on their calendar of events.  Ask them if they would be willing to support the event with $100 in prizes and we will put their logo on all of our printed flyers and t-shirts.  Ask them to contact us by the last Friday in June.  (Find out what date that should be but don’t ask the teacher).

3rd paragraph – Thank them for their support.  Tell them we are looking forward to hearing from them and working with them.

Complimentary Closing:
Use “Sincerely,” and the typed signature of the president, Scott Mask.  

Show the teacher once you have completed this.
Correct set-up & information: _____ / 10
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