1.

2.

3.

4.

5.

6.

7.

8.  July 1, 2013
9.

10.

11.

12.  John Doe

13.  123 Main St.

14.  Columbus, OH  43215   

15.

16.  Dear Mr. Doe:

17.

18.  Governor Kasich asked me to respond to your letter.  I very much appreciate hearing 

19.  your views and I am grateful to you for taking time to write to me on this important issue.

20.

21.  Enclosed you will find informational materials which address your matter of concern.   

22.

23.  Feel free to contact Jane Smith in the Division of XYZ at 614/555-6666 or via email 

24.  at jane.smith@dnr.state.oh.us should you have questions or require further information.

25. 

26.  Sincerely,

27.

28.

29.

30.  James Zehringer
31.  Director

32.

33.  JZ/sb

34.

35.  Enclosures

36. 

37.  c:  Name, title

38.

39.

40.
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