[image: Bentley_Letterhead_Watermark][image: Bentley_Letterhead_Watermark]
[image: Bentley_Letterhead_Watermark][image: Bentley_Letterhead_Watermark]
	[image: ]

	



[Division or Department]

[bookmark: _GoBack][Date]


[Recipient]
[Title]
[Company]
[Address 1]
[Address 2]
[Address 3]

Dear [Recipient]:
[Insert custom text]


Sincerely,

[Your Name]
[Your Title]
Bentley University
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