	
	Full Name Goes Here
	

	Your Street Address Goes Here
	
	Your City, State, Zip goes here

	Your Email goes here
	
	Your Phone Number  goes here.



Creating letterhead: Do the following:

1. Open a blank Word Document

2. Save the document to your student folder…not under My Documents

3. Save the document as: Your last name.first name.letterhead.block 
4. Activate the header area of your document by double clicking at the top of the document.
5. Insert a 3 X 3 table.

6. Using the diagram above, type the information in the table.

7. Type your name in ALL CAPS BOLD. Change the font size of your name to a size 14. Change font to a scrip font of your choice. Merge all the cells in Row 1.
8. Do a Quick Save: CTRL+Save

9. Type your street address, City, State, Zip, E-mail and phone number. Change the font size to a 10 or less. Font should be Times New Roman. 

10. Merge cell with e-mail if needed.

11. Hide the borders around the table.

12. Turn on Gridlines

13. Click below the table; insert a bottom border of your choice. The border should be below your contact information. 

14. Save. Your Personal letterhead will be on one page. Use Print Preview to view your work before you print.
15. Send to Mrs. Outland in an email. Send as an attachment.  
