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Typing specialists and authorities in letter writing suggest that allletters be single spaced[] regardless of how long or
howshorttheyare. 0 OO0 O 00000000 ODOOO0OO0OODOODOODOODOOO

You will save time in typing many letters if all margins are kept at1[] 2 inches.Adjustments] to give the* picture

" effect Oil your letter] Canbe made by varying the number of lines between the letterhead and thedate[d the date
and the inside addressC] the complimentary close and the Signature. J 0 0000000000 DO O 10200
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