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Name of Addressee
Re: Subject of Letter
[Date]
Page 2



[Date]
VIA U.S. MAIL AND E-MAIL
[use only if sent other than mail]

[First Name Last Name]
[Address]
[City, State, Zip]

	Re: 	[case name]
		[subject of letter]
		[date of loss if applicable]

Dear ___________,



								Sincerely,

								[Insert wet signature]
								YOUR NAME HERE
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