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Date 

School Name 
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School Phone No. 
 

School Email Address 
Addressee Name 
 
Addressee Address 
 
 
 
 
 
Dear 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Yours sincerely (for “Dear Mr. ... / Mrs. ...”) 
 
Yours faithfully (for “Dear Sir … / Madam ...”) 
 
 
 
 
Signature 
 
 
 
 
Print Name 
Job Title 


