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January 17, 2023
Addressee’s Name, Title
Insert Company Name, Inc.
1234 Main Street, Suite 777
City, State Zip code
Reference:		[Type Your Reference Information] 
Dear Addressee’s Name:
Hard copies of letters to be sent to the client are to be printed on Alpha letterhead. Text is to be left aligned, 11 Point, Arial Font. Margins should be one-inch left and right margins; at least two-inch top margin and at least 1.25 inch bottom margin. If the letter is to be emailed, use the Alpha digital letterhead.
Sample text placed here to serve as an example letter.  Sample text placed here to serve as an example letter.
Headline One
Sample text placed here to serve as an example letter. More sample text placed here to serve as an example letter. More sample text placed here to serve as an example letter. Additional Sample text placed here to serve as an example letter.
Bulleted lists are to be indented. Bulleted lists are to be indented. Bulleted lists are to be indented. Bulleted lists are to be indented.
Second Level Bullet. Second Level Bullet. Second Level Bullet. Second Level Bullet. Second Level Bullet. Second Level Bullet.
Third Level Bullet. Third Level Bullet. Third Level Bullet. Third Level Bullet. Third Level Bullet. Third Level Bullet.

Headline Two
Sample text placed here to serve as an example letter. 
Also indent numbered lists. First level numbered list. 
a. Second level numbered list. 
i. Third level numbered list. 

If there are multiple pages, see the next sheet.

This is the bottom extent of first page content area.
Headline 1
Hard copies of letters to be sent to the client are to be printed on Alpha letterhead. Text is to be left aligned, 11 point Arial. Margins should be 1 inch left and right margins; at least 2 inch top margin and at least 1.35 inch bottom margin. If the letter is to be emailed, use the Alpha digital letterhead.
Insert path and filename in the footer of all but the first page.
Headline Two
Sample text placed here to serve as an example letter. More sample text placed here to serve as an example letter. More sample text placed here to serve as an example letter. Additional Sample text placed here to serve as an example letter.
Bulleted lists are to be indented. 
Bulleted lists are to be indented. 
Bulleted lists are to be indented.

Additional Sample text placed here to serve as an example letter.
Sample text placed here to serve as an example letter. Sample text placed here to serve as an example letter. More sample text placed here to serve as an example letter. More sample text placed here to serve as an example letter. Additional Sample text placed here to serve as an example letter.
1. Also indent numbered lists. 
1. Also indent numbered lists. 
1. Also indent numbered lists. 

Sample text placed here to serve as an example letter. More sample text placed here to serve as an example letter. More sample text placed here to serve as an example letter. Additional Sample text placed here to serve as an example letter. Sample text placed here to serve as an example letter. More sample text placed here to serve as an example letter. More sample text placed here to serve as an example letter. Additional Sample text placed here to serve as an example letter. Sample text placed here to serve as an example letter. More sample text placed here to serve as an example letter. More sample text placed here to serve as an example letter. Additional Sample text placed here to serve as an example letter. Additional Sample text placed here to serve as an example letter. Sample text placed here to serve as an example Sample text placed here to serve as an example letter. More sample text placed here to serve as an example letter. More sample text placed here to serve as an example letter. Additional Sample text placed here to serve as an example letter.

Sample text placed here to serve as an example letter. More sample text placed here to serve as an example letter. More sample text placed here to serve as an example letter. Additional Sample text placed here to serve as an example letter. Additional Sample text placed here to serve as an example letter. Additional Sample text placed here to serve as an example letter. Additional Sample text placed here to serve as an example letter. 
[This is the format if there is a second page, third page, etc. (with only the Alpha logo at the top).]
Sincerely,
Alpha Corporation


Kathleen Linehan, P.E.
President  

KL/jm   -   [Author’s Initials – upper case/typist’s initials – lower case]

Enclosure:  
cc:  	Name
Name
Job Number

[Document Title]
[Job Number]
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