[image: ]Employee Name
Employee Title
Campus Address
Campus City, MS ZIP

P: (XXX) XXX-XXXX
F: (XXX) XXX-XXXX
employee@holmescc.edu
www.holmescc.edu





Date: [Insert Date]
[Recipient]
[Title]
[Company]
[Address 1]
[Address 2]
[Address 3]
Dear [Recipient]:
TYPE MESSAGE HERE
Sincerely,
Your Name Here
[Your Title] 
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