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How do I format a letter?
                        

                        Tips for Formatting Your Letter Length of the Letter: Most formal letters are no more than one typed page. Margins: Use one-inch margins and left justify your text. Spacing: Single space your letter and leave a space between each paragraph. Use one-inch margins and align your text to the left.
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                        Each section of your letter should adhere to the appropriate format, starting with your contact information and that of your recipient's. salutation. the body of the letter. closing. and finally, your signature.
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                        There are business letter templates available in Microsoft Word that can be used to format the content. In most cases, business letters follow a block style letter format, which means that all text is justified to the left of the page. The letter is single spaced, with double spaces between paragraphs.
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