








Letter to Joe Smith (Addressee Name)
Re:  (Letter title, subject, project, if applicable)
December 20, 2021
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CITY MANAGER’S OFFICE (Department all CAPS)
Economic Development (Division, if applicable)



December 15, 2021



Joe Smith (Addressee Name)
(Title)
(Office / Department)
City of Fairfield (Company)
1000 Webster Street (Address)
Fairfield, California 94533 (City, State – spell out, Zip)

Re:	(Subject, project or other reference, if applicable; otherwise no need to include)

Dear Mr. Smith:

(Body of text here; format in Full Justification)

Sincerely, (or other ending)



DAVID J. GASSAWAY (Signer in all CAPS)
Acting City Manager (Title in upper and lower case)

DJG/eh (Author in CAPS/Typist in lower case)

Attachments:
· Document Name
· Document Name

cc:	Name
	Name
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