Letters

Normally, the top margin of 1 inch is about 6 lines if your font is Courier 12 point so when you begin to type, you are on line 7.  A full page usually has about 66 lines.

Type the date on line 15

Type the Inside Address starting on line 22 – this is the receiver of the letter’s name and address.

Type the Salutation by leaving one blank line after the Inside Address (or entering/returning twice).  The Salutation is Dear Mr. or Dear Ms. 

Type the Body by leaving one blank line after the Salutation (or by entering/returning twice).  The Body is the main part of the letter.  Paragraphs are single spaced but return twice between paragraphs so that they are separated by a blank line.

Type the Closing by leaving one blank line after the last paragraph of the Body.  There are many examples of closing such as Yours sincerely, or Sincerely yours, or sincerely, - it is up to you.

Type the Writer’s name (first name or initial and last name) by leaving 3 to 7 blank lines after the Closing depending upon how long the Body is.  If the Body is large then leave about 3 or 4 lines, if the Body is short then leave about 6 to 7 blank lines.

**Abbreviate the provinces as follows

BC AB MB SK ON PQ NB BS PE YK NT NF 

