_____________________________________________

_______________Letterhead________________

_____________________________

Triple Space from the last line of the letterhead

Date Line______________________




DOUBLE SPCE
____________________________

____________________________ Inside Address
____________________________

DOUBLE SPACE

__________________________: Salutation
DOUBLE SPACE
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DOUBLE SPACE
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DOUBLE SPACE
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DOUBLE SPACE

Complimentary close _________________________,
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Signature Block _________________________

_________________________.
Hanging-Indented Letter Style

Standard Punctuation

 Note: Paragraph Line Spacing : Single
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