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PERSONAL LETTERHEAD ASSIGNMENT

Your assignment is to construct a professional personal letterhead which will be used several times during this semester.  It is of the utmost importance that you follow these directions thoroughly to get full credit for this assignment!

When considering this letterhead, use the following guidelines:

· The letterhead contains information so that you can be easily contacted.  Include your full name and your complete mailing address.  You may want to include your email address and/or telephone number.

· The letterhead should not overpower the rest of the document which will eventually follow.  Therefore, keep the font size at 12 (your name might be at 14 if you choose).  Keep the total vertical depth of the letterhead at no more than one inch.  While you will use Times Roman (or some serif font style) for the message portion of your documents, the letterhead may be in a different font style if you wish.  However, do not get carried away!
· A graphic line adds visual interest to most letterhead.  You may add one if you wish.

· Adjust the top margin of your document to ½”—this keeps the letterhead as close as possible to the top of the page and leaves the most possible room for your message.

· Name this file “letterheadtemplate.doc” and save it to your “m” drives for future use.
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