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Date
Recipient’s Name

Recipient’s Title

Recipient’s Company

Recipient’s Company Address line 1
Recipient’s Company Address line 2

Dear Mr./Ms. Recipient’s Name:

Letter text here. This is OCFO letterhead with department name in footer.  Font throughout may be either Arial or Helvetica. 
Sincerely,

Signature area
Name
LBNL Title
Cc: Name to receive copy
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Lawrence Berkeley National Laboratory  |  Berkeley, California 94720  |  MS: 971-BO  |  Phone: 510.486.4844
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