
Date

Name

Address

City, State Zip

Dear Mr./Ms./Dr. :

Body of letter….
[NOTES:  
· Please keep the letterhead as it has been created by Administration,

· with the logo centered and the footer as shown.
· The reader will know it is from your office by your title in the closing line.

· LPC does not wish to have individuals having personalized letterhead so that the same look and feel is maintained throughout all print publications.
· The heading for a second page is shown on page 2

· The closing spacing is on page 2]
Name of Recipient
Date

Page Two 

(continue from page 1)

Please feel free to contact me at any time at my direct line, 925.424.xxxx.  

Sincerely,

First, Last

Title

Enclosures (if any)

initials of typist in lowercase
_____________________________________________________________________________________
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