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January 30, 2030 

Recipient’s Name
Recipient’s Title
Address 1
Address 1
City, State, Zip


DIRECTIONS
1. Enter text in the Header or Footer of the letterhead by either double clicking in the header area (where the OHIO logo is located) of the template document or going to “view” and selecting “header and footer.”
2. Do NOT modify the size, position, aspect ratio, etc. of the OHIO logo.
3. Once you make your changes in the Header or Footer, delete these directions and save the file as a template (.dotx extension) and use as your custom template.
4. Open your custom template and type your letter or paste text in the content area. Then save that document as a Word document (.docx extension). Your template then remains intact.

Salutation,

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla pariatur.

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit anim id est laborum.

Closing,


Signatory Name
Secondary Title

	
	
	




ADDRESS 1
1 UNIVERSITY DRIVE
ATHENS, OH 45701-2979
PHONE  740.594.0123
FAX  740.594.0123
EMAIL  email@ohio.edu
WEB  ohio.edu
INSTAGRAM  @ohiouniversity
YOUTUBE  @ohiouniversity
College or Division Name
Department or Uniit Name
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