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September 24, 2018


Name of Addressee
Company Name
Address
City, State ZIP


Salutation:

This template represents the personalized version of Cornell University's letterhead on which the name of the primary unit is shown separately.

Note that the name of the primary unit is shown separately from the Cornell logo in the upper right corner, followed by the individual's name, title, secondary unit name, and address information. This information is within a text box and can be edited by the user. 

To do so: 

1) Click on the address text 
2) Highlight what you wish to change
3) Type in the new information

The individual's name is bolded, while their title, secondary unit name, and address information are not.

Complimentary close,



Name of sender
Title

CC/cc









Diversity and Inclusion are a part of Cornell University’s heritage. We are a recognized employer 
and educator valuing AA/EEO, Protected Veterans, and Individuals with Disabilities.
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