
Formatting in Word…(Business Letter Form)
· 1. Highlight your whole paragraph and change the font style to whatever you want…just make sure it’s readable. (Note: Use Arial or TNR font for LA essays)*
· 2. Highlight your whole paragraph and make it size 12 font.* Then put your cursor at the beginning and click ENTER, so you have an empty line to write in at the top left.
· 3. “Sender”. Write your mailing address at the top for where you’ll live in 2040 in this order: 

a. Your Name in 2040 (Whether it’s the same as now or a married name)
b. Your Street address   (Make this all up)
c. Your City, State, Zip Code (Then Enter Twice) 
· 4. “Date” Add a date left aligned (Ex. March 23, 2040) Enter twice after the date.
· 5. “Receiver”. Write receiver’s address in this form, left aligned again. Put your address NOW> (your current 13-15 year old address….)
a. Street Address

b. City, State, Zip Code (Then “Enter twice”)
· 6. “Subject Line”. Life in the Year 2040 (Enter Twice)

· 7. “Greeting”. Left align a SALUTATION (Dear 14-year old Me or comparable,) Enter twice and continue your letter.
· 8. Change the margins so they are 1 inch on all sides. 
· 9. Divide your sentences in paragraphs, according to the questions I asked you to answer. (There should be 4-5) Tab to indent the first line* (Note: In business letters, the paragraphs are single-spaced, with double line spacing between each paragraph…In Essays (LA), everything is Double line-spaced)
· 10.Underline  two important verbs in your paragraphs. DP
· 11.Put in italics, 2 or 3 important adjectives in your paragraphs. DP
· 12.Pick two nouns, and change the color of their text or letters. DP
· 13.Add a page border to your paper DP
· 14.Add a picture to your paper…Putting it at the end is easiest (extra point for “washout behind your text”, so you see a picture lightly behind the text) DP 
· 15.Closing. Enter twice, and Type “Sincerely,” at the end. Enter 4 times, and type your name. (In a true business letter, you will add your signature in between, and above your typed name)
· 16.Now, Insert a 3 column, 3 row table at the end of your document. DP* Insert short quotes or images in each cell. Any topic that relates to your letter.
· 17.Insert arrow shapes pointing to the nouns that you made a different color. DP
Then go to File|Print, and Print it out, staple it to this formatting sheet, and turn in to the red folder in the black tray.











