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Follow these steps to customize this letterhead template:
1. Please note that the pre-established font settings, line spacing and colors within this document should not be changed.  

2. Simply enter in the appropriate information where indicated. To start, access the footer area. Once there, enter your unit identity within the designated text fields as applicable. For help with choosing the right unit identity, please visit http://www.buffalo.edu/brand/identity/choosing-the-right-identity.html. 

3. While still in the footer area, enter the building address, telephone number, fax number, email address and official website for your unit identity.

4. Not all of the text lines available may be needed. In such instances, delete the nonapplicable texts lines completely. 

5. Be sure to delete these instructions and any other placeholder copy.

6. Save your changes.













Month X, Year


Greeting, 

[bookmark: _GoBack]Estibus, que consed eost as nem et vent eum volor sit aborem as rem. Solupta tisimpo saecum voluptint
officim experibeati as dolupta cullest, toresti odion cust aut mi, sin esequid explant ut mi, voloreicae explia deligendi dolut rerovid elendae peratem doluptati omnit placcum et eosae coreris tendund itataec tioress
invella ccabo. Dolupta turion rerferferi blaborendant fuga. Volecest, offic temoles as solut officientur? Od 
mil il et reprovid et asperch illatur, aruptat ecatiate idis endicto restios rendae et rest, occae doluptam, qui comnihil intio modi omnisque porum cume liquiatet as es quias alibus, comnime prae nimusap erspide 
llaccus excearc idempel enimend untiur aut odi que platem autatiam.

Landit, ommodi uta sitas quae reptate numquae stionsequi unt dellam illibusdae sed qui tem reribusci 
consed quodi omnis et vereper spelit pre nes quaspid erepedi genissin reius non esto blatia que quiatque conetur aceatemo corese estotas et labore cus.

Estibus, que consed eost as nem et vent eum volor sit aborem as rem. Solupta tisimpo saecum voluptint 
officim experibeati as dolupta cullest, toresti odion cust aut mi, sin esequid explant ut mi, voloreicae explia deligendi dolut rerovid elendae peratem doluptati omnit placcum et eosae coreris tendund itataec tioress 
invella ccabo. Dolupta turion rerferferi blaborendant fuga. Volecest, offic temoles as solut officientur? Od 
mil il et reprovid et asperch illatur, aruptat ecatiate idis endicto restios rendae et rest, occae doluptam, qui comnihil intio modi omnisque porum cume liquiatet as es quias alibus, comnime prae nimusap erspide 
llaccus excearc idempel enimend untiur aut odi que platem autatiam.

Dolo volendit rem eaturiae con consequi aut ullentent harum dessenimusa verupta temodit explignim alistioratem volupti stibus. Samus es dolori blab in parcipic tessus erunt eaquo vel et exceaqu istorem arum laturiat asperum.

Sincerely,
Office of the Dean 

367 Baldy Hall, Buffalo, NY 14260-1000 
716.645.6640 (F) 716.645.2479
gsedean@buffalo.edu
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