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Gather details for your letter.
Follow the steps listed below to gather and organize the details for your letter.

Step 1: Identify what you are applying for (for example, a position as a volunteer or an opening at a camp) and what you know about it.

 

Step 2: List important information about yourself. (Consider the details you recorded in the warm-up activity at the beginning of the unit.)

 

Step 3: Tell why you are a good match for the opportunity. (Give at least three reasons.)
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