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Reference Number: S-…/UN2…/…./… 													date		
Security Level		 :
Appendix			 :
Subject				 :


Title
Company 

Dear ….,

….. (preface)….. 

….. (body)….. 

….. (closing statement) …..



Yours sincerely,
Title

stamp & signature

Name

CC:
1. …;
2. …; and
3. Etc.
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