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DD Month YYYY
Recipient Name
Job Title
Company Name
Street Address
City, Postcode
Dear Recipient Name,
Thank you for taking the time to read this letter. Replace this paragraph with your own text: click here and start typing. The header and footer stay in place on every page, so you can write and edit without moving the design.
To add your logo, double-click the header, right-click the sample logo and choose Change Picture (Word) or Replace image (Google Docs). A logo about 1.5 cm (0.6 inch) tall keeps the header balanced, and a transparent PNG looks best on coloured artwork.
Update the company name, address and contact details once, then reuse the file for every letter. In Word, save it as a template with File › Save As › Word Template (.dotx). In Google Docs, use File › Make a copy before each new letter.
Kind regards,
Your Name
Job Title, Bancroft Advisory
	Bancroft Advisory  ·  www.yourcompany.com
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