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MICROSOFT WORD LETTERHEAD TEMPLATE:  (file name: BW_centered_CLUBS.doc)

ATTENTION:  In order to insert your Club’s information into this template you must access the header and footer. To access the header/footer function you must go to: View under the menu selection and select Header and Footer. Next, place the cursor in the text box containing “OF ENTER CLUB NAME HERE” and insert your Club’s Location Name (it may help to Zoom in on the document to do this go to View---Zoom and type in 400%). Next go to the footer and insert your Club’s address, telephone, and fax number. Once you are finished entering your information, simply double click on the document to return to standard page layout. 

Note: You can “Save” this document as “Letterhead Template”. Then you can “Save File as” and re-name this document to begin your new letter document. Remember to delete the instructions.
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