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OFFICE OF [insert department name]
TO:

FROM:

SUBJECT:

Recipient(s)

Sender

Whatever this is about, allowing it to run to multiple lines if need be with the spacing adjusted automatically
DATE:


November 12, 2008


Dear Recipient,

This template employs the style outlined in more detail below. If you use this template you should not have to make any modifications to the settings.
The office identifier should be in 7.5 point Arial Bold all caps, in Cardinal Red, which is Pantone 201, or RGB values (164,0,29).

The typing style for all SLAC correspondence is flush left, ragged right format. The typeface is 11-point type on 14-point leading (line spacing), set in Garamond Regular. (These setting are already included with this template.) There should be a blank line between paragraphs and there should not be paragraph indents.
The left and right margins should be set at 1.25 inches. The size and position of the logo and the footer should remain as provided in the template.
The end of the memo should have a closing with 3 blank lines left open for the signature of the sender. Then any additional copies, enclosures, initials of the typist, etc. should follow.

Sincerely,

Name O. Sender

[Enc.]
SLAC NATIONAL ACCELERATOR LABORATORY • 2575 SAND HILL ROAD • MENLO PARK • CAlifornia • 94025 • USA
SLAC is operated by Stanford University for the U.S. Department of Energy


