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September 3, 2004

Ralph J. Henneman, P.E.
Henneman Raufeisen and Associates Inc
1605 South State Street
Champaign Illinois 61820-7240

Dear Mr. Henneman: 

We are pleased to offer you this letterhead design and the attached stationery system for 
your consideration. We believe this design projects the professionalism that is the essence of 
Henneman Raufeisen and Associates.

This letter that you are reading also serves as a sample typing format for this specific letter-
head design. It is said that letterhead designs should not be judged without a letter on it. This 
is because the person typing the letter is the only person who will ever see it as a blank sheet 
of paper. 

The typing format of the letter is an integral part of the letterhead design. The left and right 
margins, as well as the position of the first line of type, should be consistent with the design of 
the letterhead. Whether paragraphs are indented, or whether the date and signature are indent-
ed, should also conform with the style of the letterhead.

Paper is also very much part of the image. The texture as well as the color choice of this 
letterhead stock is designed to complement this specific letterhead layout. This letter has been 
imprinted on Neenah Classic Laid, 24 lb. Writing. The color is “Monterey Sand.” Matching 
envelopes and business card stock are available in this line of paper. 

Thank you for the opportunity to propose these designs for your consideration. We look for-
ward to hearing your comments.

Sincerely,

Paul Young
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