

<Date>

<Name of Recipient>
<Title of Recipient>
<Organisation>
<Address 1>
<Address 2>
<Address 3>





<Salutation>

<Subject>

This example demonstrates the standard format of letterhead. The text is typed with 10 point Arial Regular. The left margin aligns 22mm from the left and right edges of the page. 

The top margin of the document shall be 4.6cm and both left and right margin to be 2.2cm. The font is Arial Regular 11pt. The Date aligns right follows 2 paragraph breaks from the top. The Recipient Details should align left and follow with 1 paragraph break from the Date. Salutation is 5 paragraph breaks from the last line of Recipient’s Address. 

The Subject should align centre with bold texts, with 7 paragraph breaks from last line of Recipients’ Address. The Body of the letter follows after 1 paragraph break with 1 line space between paragraphs. It is single line spaced with the first-line indent by 4 ch (set in Paragraph under Page Layout). The body on the additional pages can start from the 1st line.

After the last paragraph, there should be around 21 ch indent for the Name of Sender, while the Title should align centre with the Name, as shown below.
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<Name of Sender>
<Title of Sender>

