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	Chapel of St Letus Salata
Chapel correspondence template




	Date
	[Insert date]

	To
	[Insert recipient name and address]

	From
	[Insert sender name and role]

	Reference
	[Insert reference number if required]



Letter subject
Dear [recipient name],
[Write the first paragraph of the letter here. State the purpose clearly and include the information the recipient needs first.]
[Use this paragraph for background, decision details, arrangements, or any conditions that need to be recorded.]
[Use this paragraph for the requested response, next step, deadline, or closing note.]
Yours sincerely,
[Name]
[Role]
Enclosures: [List any attached documents, or delete this line]
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