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ABC Company
1234 D Street
Nowhere, CA 99999

DATE


Subject:  _____________________

The City of Manteca is seeking proposals for an executive recruitment/search ______________________________.   

Proposals should include:

1. ____________________________________________

2. ____________________________________________

3. ____________________________________________

4. ____________________________________________

[bookmark: _GoBack]Please refer to the enclosed notice inviting proposal for full details.  Proposals will be received by the ________________ Department, City of Manteca, 1001 W. Center Street, Manteca, CA  95337, until 5:00 p.m., Monday, Month __, 2017.

Sincerely,



Name
Title

Enclosure
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