Special Lesson:

Create a letter – first – wait for instructions on how to set spacing – (paragraph, line spacing, and default)Go to paragraph, change line spacing and then zero, zero
All of the info you need is available for your first lovely professional business letter.

Today’s date
It will go to:
JoAnn Wilkes

3000 NW 83rd Street

I -40
Gainesville, FL 32606


Greeting: i.e. Dear Goddess Wilkes 
The body of the letter is the text only of Lesson 4 “How 8 glasses….” This will involve copying and pasting, ladies. 
Space the text to make it look appropriate.

Extra -     Insert a picture of a glass of water. 

Save it as your letter.

