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Month D, YYYY

Recipient Name

Recipient Title

Recipient Address

City, State Zip

Dear Recipient,

If you are using this template as electronic stationery, please modify the information contained in the header. To do this, double click on the header text above, or click View > Header and Footer. Maintain the formatting exactly. Do not change the font or the order of the information.

Official letterhead is available for all University entities through Creative Services. Please use the contact form on www.bu.edu/brand/contact to learn more. 

Sincerely,

Your Name

Your Title

