April 17, 2003

Ms. Jane Doe

Chief Executive Officer

XYZ Corporation

125 Maple Street, SW.

Any City, ST  00000-0000

Dear Ms. Doe:

         This is a helpful template for typing draft letters for Code A’s signature.  The font used in this letter is Times New Roman 12.  This format is a requirement.

         There are three lines between the inside address and the salutation, two lines between the salutation and the body of the letter, and two lines between each paragraph.   

         Indent each paragraph five spaces.  Instead of using the tab key to indent, you may need to use the space bar key so that the first line appears to have been indented five spaces.

         The closing, “Cordially,” should not be in the center of the page but should start five spaces from the right of the center.   After typing “Cordially,” press the “Enter” key five times, and you should have a perfectly formatted letter.  

          But, be sure to type in or stamp “DRAFT” in the signature block to alert the reviewer(s) that this is not the final letter.








Cordially,

DRAFT








Sean O’Keefe








Administrator

