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	Delete this sentence and insert the name of your club and/or office here – this header will print black, not grey


PAGE  
2
	
	



	Delete this sentence and insert the recipient’s name and address in this box


	Delete this and insert date

	
	

	
	

	
	

	
	


Dear 
*Instructions
1.
Save this page to your computer

2.
Insert your club and/or office in the “header”, and your name, address, telephone number and email address in the “footer”.  To access the “header and footer” either double click on one or the other (and then when you have finished double click on the main body of the page to return to that) or click on the “view” menu in the toolbar at the top of the page and then “header and footer” (and then when you have finished do the same again to return to the main text).  Remember to delete the existing words.
3.
Delete these instructions (all the way up to the * above), save again to your computer, and start typing your letter.  In future you can use the version which you saved to your computer as it will already have your details on it.


Delete this and insert your name, address, telephone number and email address here
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