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Office of

To Whom It May Concern:

This is a template for any text you wish to enter. Please just double click to highlight this text paragraph and start typing; your information will automatically be formatted for a paragraph.

To change the Office and room and PH No. Info in the header and footer

First: In the Menu Bar click on ‘View’ and pull down to “Header and Footer”

Second: Edit only the Office name, the Room # and your office phone number and office fax No. (which can be located on Last Page of text in the Faculty Staff directory)

Third: repeat the first step to return to editing the text.

Thank you,

Your Name Here
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