[image: Purdue University Department of Curriculum and Instruction logo]

	Today’s Date

(Use senders address if address is not on letterhead)	Your Name
(in this case it is not needed since address in footer)	1st Line of Address
	2nd Line of Address
	Your City, Your State  Zip Code
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
Page 2 of 1
image1.png
PURDUE Department of Curriculum
UNIVERSITY and Instruction




