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	Your Name, Your Title, Company Name, Address: 
	Date: 
	Recipient Name, Recipient Title, Company Name, Address: 
	Recipient: 
	Company Name: 
	Purpose [loan, job application, etc: 
	]: 

	Date of Deadline: 
	Contact Info: 
	Info Description [Dates of employment, Job title, Role and responsibilities, Salary/wage, Pay period frequency, Employment status (full time)]: 
	Phone / Email: 
	Your Name: 


