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Contact name, phone/fax numbers: (always have a contact name/ these can also go at the end) 

Headline – make it short, yet interesting enough to captivate attention 
Date, City, Province—Start your text off here with an interesting or thought-provoking sentence. Make your point in the first paragraph. Write simply and avoid professional jargon. Double space the text (or use 1.5 lines if necessary.)
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