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May 6, 2008

XYZ Company

Page Two
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{down a minimum of two lines}
Mr. / Mrs. {Name}

{Title}

{Name of Company/Agency}

{Name of Organization}

{Street Address}

{City, ST ZIP Code}

{down two lines}
Dear Mr. / Mrs. {Surname}:

{down three lines}
{Project No.}, {Project Name}

Contract No. DTFH70-XX-X-XXXXX
{down two lines} FILLIN "Enter Company Name" \* MERGEFORMAT 
 FILLIN "Enter Ms./Mr. Last Name" \* MERGEFORMAT XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX.

{down two lines, between paragraphs} FILLIN "Enter Company Name" \* MERGEFORMAT 
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX.

{down two lines, between paragraphs} FILLIN "Enter Company Name" \* MERGEFORMAT 
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX.

{down two lines, between paragraphs} FILLIN "Enter Company Name" \* MERGEFORMAT 
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX.

{                          }
{down four lines }

{                          }
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

{down two lines, between paragraphs}
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX







{down two lines}
{tab six times} Sincerely yours,

{down four lines}




{tab six times}{Name}





{tab six times}{Title}

{down two lines}
AUTHOR/typist

File Code: Serial Letter No. {#}
Enclosure

{down two lines}
cc: 

{Name, Title, Agency and State}



{Name, Title, Agency and State}



Month XX, 20XX








In Reply Refer To:  HFL-17
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