College Relations

(208)769-3316 phone

(208)769-3273 fax

mdpatterson@nic.edu


January 27, 2009

Recipient

1234 Garden Ave

Coeur d’Alene, ID 83814

Recipient:

Here are instructions for how to set up your department letterhead.  This document is an example of how your template will look when completed. Follow the directions below to set up your template:

1. Margins are:

top margin – 1.8, 

bottom margin – 1 ½, 

left and right margins – 1 ¼.

2. To create a header…

justify to the right

press enter 6x

type in name of department – Arial Black, Italic, 9 pt font

type in phone number – Arial, 8 pt font (optional-can be other dept. info)

type in fax number – Arial 8 pt font (optional-can be other dept. info)

type in email address – Aril 8 pt font (optional-can be other dept. info)

highlight this information and paragraph, under indention (right -.05)


get out of the header (close the header)

3.  Begin your letter… Georgia, 12 pt font.

Sincerely,

Mindy Patterson

