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[bookmark: _GoBack]	Date HereYour Name Here
Your Department
Your Division/Section
630.840.your extension here
630.840.fax, pager or mobile
yourname@fnal.gov

Name Here
Address Line 1
Address Line 2
City, State Zip
Dear Name,
Text of your letter here.


Sincerely,




Your Name Here
Your Title


cc: First cc here
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