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January 1, 2020

First and Last Name
Mailing Address
City, State and ZIP








**IMPORTANT:  This letterhead file is a template that requires customization to make it your own. Please be sure to replace the following text in the document before composing your letter:

1. Header information: 
Double-click the Berry logo to activate the header and footer.
Enter the school or office name IN ALL CAPS
Enter an optional Department Name or delete if not needed.

2. [bookmark: _GoBack]Footer information: 
Update the PO Box number. Berry College addresses use six-digit post office box numbers beginning with the prefix "49" followed by the post office box number. If a box number is less than the 4 digits required to complete the address (i.e. “59”), please precede the number by zeros. The four-digit zip code add-on is the same as the P.O. box number. See example below: 

P O Box 4 9 0 0 5 9
Mount Berry, GA 30149 - 0 0 5 9

Delete the optional Toll Free number if not needed.
3. Personal Information:
Double click within the body of the letterhead to exit the editing of footer/header. 
Update the current date, name, and address with your own. 


DELETE THESE INSTRUCTIONS AFTER COMPLETING THE EDITS ABOVE. 

2277 Martha Berry Hwy NW 
PO Box 49XXXX
Mount Berry, GA 30149-XXXX
O: 000.000.0000    toll free (optional): 000.000.0000
berry.edu



image1.emf
BERRY

COLLEGE










