	[image: image1.png]ASBURY UNIVERSITY

Academic Excellence & Spiritual Vitality






	Department/Division

School Name 

Asbury University

One Macklem Drive

Wilmore, Kentucky 40390
	asbury.edu

first.lastname@asbury.edu

859-858-3511 ext. XXXX

800-888-1818 ext. XXXX

fax: 859-858-3921




Month XX, XXXX

Organization

Street Address

City Name, State, 00000-0000

Dear Vendor,

We are pleased to announce that as of March 5th, 2010, Asbury College, a nonprofit Kentucky corporation, began conducting business under a certificate of assumed name as Asbury University, a nonprofit Kentucky corporation.  Please note that in all other respects our institutional and corporate status remain the same.

We would ask that you please update your publications, listings, communications, invoices and service agreements to Asbury University.  Again, all other address and contact information remains unchanged.  If you have questions regarding this matter please do not hesitate to direct them to the undersigned.

Thank you in advance for your consideration in this matter.

Sincerely,

Your Name Here

