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	Kathryn Burton
	 My reference
	may11kb1

	01962 845218
	 Your reference
	     

	11 May 2011
	 E-mail
	kathryn.burton@hants.gov.uk


Dear recipient name
Letter heading
This is the standard letter style.
This letter template has been developed with the Royal Mail to enable us to take advantage of their Cleanmail service. Cleanmail offers reduced postage rates on business letters.

The address of the recipient is positioned to appear correctly within a standard window envelope. The Royal Mail prefers addresses to appear in the format shown above, without commas and full stops. Their machines can be confused by punctuation marks.
Use the corporate letterhead template to ensure your letters comply with corporate standards. Corporate templates are available in Word and Hantsfile – see the Learn.IT guidance for more information or speak to your template administrator.
Yours sincerely
Kathryn Burton
General Administration Team, Hub Supervisor
Culture, Communities and Business Services


Three Minsters House, 76 High Street


Winchester, Hampshire SO23 8UL





Telephone 01962 841841


Fax 01962 841326


DX Winchester 2510


www.hants.gov.uk
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