LETTER SECOND-PAGE STYLE

Margins
Top ~ .1”; Bottom ~ 1”
Left ~ 1”; Right ~ 1”

Complete name of Addressee (2nd page header in 10 point type)
Date of letter
Page 2
(Three blank lines)

(Continuation of previous paragraph - two lines minimum) XXXXXX XXXXXXX XXXXXX XXXXXX XXXXXX XXX XXXXXXX XXXXX XXXXX XXXXX XXXXXX XXXXXX XXXXXXX XXXXXX XXXXXX.
(One blank line between paragraphs)
	XXXXX XXXXXXX XXXXXX XXXXXXX XXXXXXX XXXXXXX XXXXXXX XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX.
(One blank line)
					Sincerely, (indented 3” from left margin)

(Three blank lines for signature)

					John Sharp
					Chancellor
(One blank line)
typist’s initials in lower case
file name notation (in 9 point type)
Enclosure or Attachment (Enclosed within an envelope vs. attached with a paper clip)
cc:	Dr. X.X. XXX   (List names in descending order of organizational ranking,
Mr. X. XXX        and/or alphabetically within individual ranking)
Ms. XXX XXXX
