[Your Name]

[Your Title]

[Your Department]
Ohio State University
Your Address]

City, State, Zip Code]
Email Address]

Phone Number]

Recipient's Title]

Recipient's Organization/Department]
Recipient's Address]

City, State, Zip Code]

Dear [Recipient's Name],

[Body of the letter - introduction, purpose, details, concluding
remarks. ]

Sincerely,

[Your Signature (if sending a hard copy)]
[Your Typed Name]

[Your Title]

[Your Department]
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