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                               ADMINISTRATION 


The White House
Attn:  Greeting Office
Washington, DC  20502-0039

Dear Sir or Madam:

We respectfully request that the White House send a letter of congratulations to          Joe Doe, an Information Technology Specialist, who will retire from the Department of the Treasury on June 30, 2005, after almost 38 years of Federal service that includes two years serving our country in the United States Army.

Information Technology Specialist Doe is an excellent employee and we would sincerely appreciate this letter, recognizing his years of exemplary service, sent to the following address:

TIGTA
Attn: (Requestor’s name)
Street Address
City, State, Zip Code

Thanks you for assisting us in recognizing John for his loyalty and dedication to public service.

Sincerely,	

Manager’s name
Title
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The White House
Attn:  Photo Office
Washington, DC  20502-0039

Dear Sir or Madam:

We respectfully request that the White House send an autographed photograph of President Bush to Joe Doe, Information Technology Specialist, who will retire from the Department of the Treasury on June 30, 2005, after almost 38 years of Federal service that includes two years serving our country in the United States Army.

Please inscribe the photo:  Congratulations on your retirement and good luck. 
				 Thanks for 38 years of dedicated public service.

Please send the autographed photo to:

TIGTA
Attn:  (Requestor’s name)
Office Address
City, State, Zip Code

Thank you for your assistance. 

							Sincerely,

							Manager’s name
							Title
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