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[Date]
[Recipient Name]
[Title]
[Organization]
[Street Address]
[City, State ZIP]
Dear [Recipient Name]:
This is your letterhead template. The header at the top of the page repeats on every page. Double-click it to change the name, tagline and contact details, then replace this text with your letter.
To add your logo, double-click the header and choose Insert > Pictures. For first-page-only letterhead, copy this header, enable Different First Page, paste it into First Page Header, then clear the regular header on page two. Save as a Word Template (.dotx) to reuse it.
Free template from letterheadexamples.com. All names and contact details are fictional placeholders.
Sincerely,
[Your Name]
[Your Title]
