Formatting a Friendly Letter
January 15, 2003



Dear Monica,


Thank you for taking care of my dog last weekend. Our family had a great trip to Grandmother’s house. I didn’t worry about Scruffy at all while we away because I knew that she was in good hands.


You are a dear friend. Please let me know if I can ever return the kind favor for you.


        Your friend,

    Angelica
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1. Date: Align right.





2. Salutation: Align left. Hit the enter key three times before typing Dear. Put a coma after the salutation.





3. Body: Hit the enter key two times after the comma of the salutation. Indent five spaces or hit the tab key once.





4. Closing: Hit the enter key two times. Use the space bar to move to the middle of the page to begin the closing. 





5. Signature: Write your name on the line below the closing.























