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<<Date>>

<<Name>>

<<Title>>

<<Organization Name>>

<<Street Address>>

<<City, State Zip>>

<<Salutation>>
NC Department of Transportation: Letterhead Style Guide

1. Do not move or add any elements to the letterhead without permission from the NCDOT Communications Office.
2. Replace “Business Unit Name” with the name of the unit.
3. Address 1, in the footer, is for the mailing address. Put the number before Mail Service Center and always spell out Mail Service Center.
4. Address 2, in the footer, is for the physical street address. Spell out North, South, etc.
5. Use Times New Roman 11 point for all text.
6. Do not change fonts or sizing without permission from the NCDOT Communications Office.
7. Formatting for letters is left justification.
Sincerely,

<<Name>>

<<Title>>
	Mailing Address:

nc department of transportation

Division of Planning and Programming


1534 Mail service center 
Raleigh, NC 27699-1534
	Telephone: (919) 707-4612

Customer Service:  1-877-368-4968

Website: www.ncdot.gov
	Location:

1 South Wilmington Street 
Raleigh, NC 27601

	Location:

ADDRESS 2

CITY, nc ZIP
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