1. Type the letter as shown and save in your own H drive or to your home computer.
2. Draw a text box at the bottom of your letter and center the text as shown.
3. Set left, right, top and bottom margins to 1.25”

4. Set line spacing for bullets only at 2.5 space.

5. Add a left aligned footer with your first name and birthday

6. Center the table horizontally.  

7. Adjust row height for the title to .5 inches.

8. Title should be in 16 font italic.

9. Shade the top row of the table in light gray.

10. Center the column headings.

11. Left align column one entries.

12. Right align column two entries.

13. Make the border double-lined.

14. Make the bullets “hearts”

15. Find the quote in the letter.  Indent the quote 1 inch from the right and left margins.

16. Find the MJDS graphic from the web site and save it.  

17. Insert the graphic as a watermark or faded and place behind the text.

18. Size the graphic to 1” tall with proportioned maintained.

19. Find all occurrences of the word school and replace with the word institution.

20. Proofread, save to your H drive and print this.
