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	The date should be placed a minimum of 2 hard-returns below the letterhead address.  It may be adjusted upward depending upon the overall length of the letter.


    Date

    ↨
The date and inside address should be a minimum of 3 hard-returns apart, and may be adjusted upward depending upon length of overall letter.
Mr. John Sample

Sample Address

City, State, Zipcode

2 hard-returns between the inside address and the salutation 

Dear Mr. Sample:
2 hard-returns between the salutation and the body of the letter



This is a sample letter to use for formatting correspondence from the Division of Agriculture and Natural Resources to outside parties (regardless of who is signing).  When corresponding with outside parties, use official (printed) UC/ANR letterhead, with plain stationery (Cranes Crest with UC watermark) for second (and succeeding) pages on multi-paged letters.

The font is Times New Roman, 12pt. (or similar).  The overall letter format is modified block, with paragraphs beginning flush with the left-hand margin.  The template for this stationery may be found on the public shared drive “O”.





2 hard-returns between end of letter and complimentary close







Sincerely,





Signature block should be 6-tabs from left margin; allow 4-5 hard returns for signature 







Firstname Lastname






Title






Department (except vice president)




2 hard-returns between last line of complimentary close and enclosure notation

Enclosure(s)*




2 hard-returns between enclosure and copy notations

c:  2 spaces between c: and list of names
	TIP: Overall spacing should create the appearance that the letter is “framed” on the page, with adequate margins (1-.5 inch minimum) at top, sides and bottom.


	*Special Note: “Attachment(s)” notation may be used instead of “Enclosure(s)” if material is actually attached (with a staple or paperclip) to the cover letter/memo, or if letter is transmitted via e-mail.
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Allow at least a 1” margin at the top of page

Mr. John Sample

Date

Page #

2 hard-returns here

This is a sample of how the second (and succeeding) page of a letter/memo should be set up.  The header, with addressee’s name, the date and page # should be placed as a header at the top left-hand margin as shown.  The second (and succeeding) page of a letter/memo should contain at least 2 lines of text (recommend reduce font size if less), in addition to the signature block and enclosure/attachment and c: notations (as applicable).

IMPORTANT NOTE: The second page of a letter or memo should be on the same quality paper as the first page.  If printed letterhead paper is used for the first page, then plain stationery, (Cranes Crest with UC watermark) should be used for the second (and succeeding) pages.
General Guidelines for Order of Copies:

1. If copies are going to parties internal to the Division or UC, list last names, with title, in order of rank.  If two individuals have the same title, list alphabetically.  Example:

Vice President ______

Associate Vice President ______

Assistant Vice President ______

Dean _____

Regional Director ______

Professor ______

Specialist ______

Advisor ______

Principal Analyst ______

Note: If you have a question relating to the order of copies that does not fall within the guidelines illustrated with these samples, check with the Executive Administrative Analyst to the Vice President/or Associate/Assistant Vice Presidents offices.

2. If copies are going to parties both internal and external to the Division or UC, list full names, with titles (if known) in alphabetical order, and, for clarity, state affiliation of each party e.g.:

President Richard C. Atkinson, University of California

State Assembly Member John Doe

Vice President Firstname Lastname, University of California

Associate Vice President Firstname Lastname, University of California

XYZ Corp. President J.W. Winthrop

(The order of name, title and affiliation is optional; example, Richard Atkinson, President – University of California or UC President Richard Atkinson [are acceptable])
SAMPLE PAGE 2
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