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[Date]
[Recipient’s Name]
[Position/Office]
[Institution/Organisation]
[Postal Address]
[City, Country]
Dear [Title and Surname],
RE: [SUBJECT OF LETTER]
[Begin the letter here. Replace this text with the purpose of the correspondence.]
[Use additional paragraphs as required. The header and footer will remain in place on subsequent pages.]
Yours faithfully,

[Name of Signatory]
[Official Position]
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