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<Address>

<Date>

Dear 

Saving the templates
1. Personalise the address header 
To edit the header, double click anywhere over the address. To preserve the header formatting, type rather than paste new information into the header. Double click in the middle of the page to close the header and return to normal view. 
2. Save as a template
Go to File > Save as Template
The template will be saved to your Templates folder.
3. Create a new document based on the template
Go to File > New from Template and select your letterhead template from the options. 
A new file will be created based on the template. 
About the template
The letter templates have been set up with margins to enable you to use window envelopes.
A range of type styles have been set up and the City St George’s School colours have been included. 
The Normal style has built-in space after. The <Address> and <Date> lines are set in 
No Spacing style so they don’t have space after.
If you have any comments on the letter templates please contact brand@sgul.ac.uk
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