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1.
H&F

2.
Body Courier New 12, 2003 Style

3.
Set margins to L=1.5 and R=1.5 (Under Page Layout Tab)

4.
Center vertically (Page Layout Tab)

5.
At the margin, put the address and date Use: Insert “Date and Time” and pick 3rd one).

6.
Enter 5x

7.
Enter the address of the person receiving the letter at the margin. (3 or 4lines).

8.
Enter 2x

9.
Dear  _____:

10.
Enter 2x

11.
Enter 2x after each paragraph (Do not indent paragraphs).

12.
At the margin type the closing.

13.
Enter 4x after closing.

14.
Type the name of sender.

