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Date

Recipient’s Full Name 	
1st Line of Address 	
2nd Line of Address
The City, The State  Zip Code

The Salutation:

Body of letter




























Formal Sign-off

(Your Signature)

Print your name
Print your title
CURRICULUM AND INSTRUCTION
Beering Hall of Liberal Arts and Education 
100 N. University St., West Lafayette, IN  47907-2098
(765) 494-9172
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