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	To: [Click here and type name]
Fax Number: [Click here and type number]

	[Your Company Name]
[Street Address]
[City, ST ZIP Code]
[Phone Number]
[Web Site]
	From: [Click here and type name]
Fax Number: [Click here and type number]

	
	Date: [Click here and insert date]

	
	Regarding:
[Click here and type subject]

	
	Phone number for follow-up:
[Click here and type number]



Comments: [Select this text and then delete it or replace with your own. To save changes to this template for future use, choose Save As from the File menu. In the Save as type list, click Document Template. The next time you want to use this template, choose New from the File menu, and then double-click the template.]
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