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Sending Address

Someone

Somewhere, OH 43085

Department of
Electrical Engineering

The Opening, e.g. Dear Someone,

205 Dreese Laboratory
2015 Neil Avenue
Columbus, OH 43210-1272

Phone 614-292-2572
FAX 614-292-7596

February 6, 1997

The actual text of the letter. This particular example is typset at 11pt.

Thanks,

Your closing signature

cc: name goes here

encl: Receipts

email @ee.eng.ohio-state.edu

Address

Columbus, Ohio 43220

(614) XXX-XXYY



