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[Month Day, Year]

[Recipient Name]
[Recipient Title if Applicable]
[Recipient Company]
[Recipient Address]
[bookmark: _GoBack][City, State  ZIP]

Dear [Recipient]:

Body copy here. Ideal font for body copy is Arial 10pt. Font size can be adjusted for spacing, but should be no smaller than 9 pt and no larger than 11pt.

[Closing],


[Sender Name]
[Sender Title]

[Be sure to double click in the footer area and change to your contact information. If you need help doing this email Strategic Communications & Policy or call 515-239-1235.]
[first.last@iowadot.us]
www.iowadot.gov
Address:
[800 Lincoln Way, Ames, IA  50010]
[###-###-####]
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GETTING YOU THERE».
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