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Date

Recipient
Company
Address 1
Address 2
Address 3


Dear Recipient,

This document is using 11 point Georgia for Normal text.  The Headings are Georgia Bold at 18 point, 16 point and 14 point.

The second and subsequent pages have Page x of y in the lower left footer. The footer information is 7.5 point Franklin Gothic Book Regular. 

Delete page 2 if not needed.


Sincerely,



Name
Job title

















DEPARTMENT NAME IN ALL CAPS
2550 Northwestern Ave., Suite 1100, West Lafayette, IN 47906
Office: 765-494-8000 I email@purdue.edu I www.purdue.edu/administrative-operations
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