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[bookmark: _GoBack]In this folder you will find JVS letterhead in multiple formats. Please only use the letterhead for official correspondence. 

· Do not use the web-based version of word for formatting letters or correspondence on letterhead.

· To use the letterhead in Microsoft Word, please download the document (DOCX) to your local computer and open this file in your word processing application. 
· The letterhead elements will not be visible from web-based versions of MS Word.
· There is also a template file (DOTX) that can be saved to your local computer and made available from MS Word’s “New from template...” feature. Review Microsoft’s support documentation for more information.

· Please only use the letterhead on the first page of correspondence. 

· If you are creating something that is meant to be “evergreen” or be used for many years at a time, please consider the “memo style” letterhead.
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