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Develop your own letterhead for your personal and Valley use by going
through the following steps.

Start your customization by opening up the file titled Generic
Letterhead Template.dotx in Microsoft Word.
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Dear Firstname,

This is the standard letterhead template given to employees, members and volunteers of
Scottish Rite, NMJ. When adjusting this template for your own use, update the
information in the top right to reflect your information and save a file as a template. All
other future edits should be made then Saved As, to make sure you don’t overwrite the
original.

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Etiam nec vehicula nulla.

Phasellus pulvinar, sem a elementum venenatis, erat enim suscipit lacus, vel molestie
urna lacus in lorem. Praesent consectetur mauris ac erat vehicula tempor. Donec
tincidunt nulla odio, vel porttitor nis| tristique fermentum. Fusce imperdiet neque at
efficitur ornare. Sed mollis venenatis nisi, vel lobortis nunc efficitur eu. Morbi non eros id
sem sollicitudin facilisis. Curabitur et blandit enim. Etiam faucibus libero in sollicitudin

sodales.

Fusce mollis ac urna ut consequat. Curabitur eu placerat massa. Phasellus fringilla enim
vel arcu molestie facilisis. Duis ac tempus erat, vel dignissim tellus. Aliguam suscipit,
purus vitae efficitur eleifend, lorem dolor tempus sem, et ornare neque lectus eget
lectus. Ut tincidunt orci non augue vehicula, ac ornare Ilbkro varius. Aenean laoreet nisi

sed lobortis elementum. Integer congue, erat ut tincidunt rutrum, sapien turpis ultricies

ipsum, sed ullamcorper est purus sit amet urna. Quisque eget imperdiet lacus.

All the best,

Firstname Lastname
Title

Scottish Rite, NMJ

33 Mageth

ARd

Lexington, MA 02421

0:(781) 862-4410
scottishriteNMJ.org
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With the template open, take a
look at the Header, Body and
Footer of the document.

This is where we will be
customizing the file.
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Dear Firstname,
This is the standard letterhead template given to employees, members and volunteers of
Scottish Rite, NMJ. When adjusting this template for your own use, update the

In the document, double click on
the top right text box that is
shown in the image on the left.

Lorem ipsum dolor sit amet, consectetur adipiscing, elit- Etiam nec vehicula nulla.
Phasellus pulvinar, sem a elementum venenatis, erat enim suscipit lacus, vel molestie
urna lacus in lorem. Praesent consectetur mauris ac era, vehicula tempor. Donec
tincidunt nulla odio, vel porttitor nisl tristique fermentum. Fusce imperdiet neque at
efficitur ornare. Sed mollis venenatis nisi, vel lobortis nunc efficitur eu. Morbi non ergs id

sem sollicitudin facilisis. Curabitur et blandit enim. Etiam faucibus libero in sollicitudin

sodales,

Eusce mollis ac urna ut consequat, Curabitur ey placerat massa, Phasellus fringilla, enim

vel arcu molestie facilisis, Duis ac tempus erat, vel dignissim. tellus. Aliquam suscipit
purus vitae efficitur eleifend, lorem dolor tempus sem, et grnare neque lectus eget
lectus; Ut tincidunt orci non augue vehicula, ac grpare libero varius. Aenean lagreet nisi

sed lobortis elementum, Integer congue, erat ut tincidunt rutrum, sapien, turpis ultricies
ipsum, sed ullamcorper est purus sit amet urna. Quisque eget imperdiet lacus;

This is where you will input your
contact information.

All the best,

Firstname Lastname
Title

Scottish Rite, NMJ
33 Marrett Rd,

Lexington, MA 02421
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)p right to reflect your information and save a file as a template. All
iould be made then Saved As, to make sure you don’t overwrite the

it amet, consectetur adipiscing elit. Etiam nec vehicula nulla.

em a elementum venenatis, erat enim suscipit lacus, vel molestie
Praesent consectetur mauris ac erat vehicula tempor. Donec

vel porttitor nisl tristique fermentum. Fusce imperdiet neque at
mollis venenatis nisi, vel lobortis nunc efficitur eu. Morbi non eros id
isis. Curabitur et blandit enim. Etiam faucibus libero in sollicitudin

ut consequat. Curabitur eu placerat massa. Phasellus fringilla enim
ilisis. Duis ac tempus erat, vel dignissim tellus. Aliguam suscipit,
eleifend, lorem dolor tempus sem, et ornare neque lectus eget

yrci non augue vehicula, ac ornare libero varius. Aenean laoreet nisi
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When changing your information, feel
free to adjust the content to however
you need it.

If you would like to add or remove
lines of text to fit your purpose, feel
free to.



Northern Masonic Jurisdiction

SCOTTISH “RITE

Generic Letternead Template

Design Layout References Mailings Review View Shape Format Header & Footer

. ‘_\ U L« Previous Different First Page 4 Header from Top: . @
—a [ Next Different Odd & Even Pages :
° peiit [AEE R Goto Goto Footer from Bottom: °  Close Header
oer Time from File ~ Header Footer Link to Previous v/ show Document Text EralEoater

Northern Masonic Jurisdiction
(Change Your Information Here

Title & Organization

Header

email @email.com
o: (000) 000-0000 ext. 0000
¢: (000) 000-0000

B Like how we did in the header,

Dear Firstname,

.
This is the standard letterhead template given to employees, members and volunteers of d O u b | e C | I C k O n t h e bottOI I | Ieft

Scottish Rite, NMJ. When adjusting this template for your own use, update the
information in the top right to reflect your information and save a file as a template. All

L]
other future edits should be made then Saved As, to make sure you don’t overwrite the
exXtoox In the rooter.

Lorem ipsum dolor sit amet, consectetur adipiscing, elit- Etiam nec vehicula nulla.
Phasellus pulvinar, sem a elementum venenatis, erat enim suscipit lacus, vel molestie
urna lacus in lorem. Praesent consectetur mauris ac erat, vehicula tempor. Donec
tincidunt nulla odio, vel porttitor nisl tristique fermentum. Fusce imperdiet neque at
efficitur ornare. Sed mollis venenatis nisi, vel lobortis nunc efficitur eu. Morbi non eros id
sem sollicitudin facilisis. Curabitur et blandit enim. Etiam faucibus libero in sollicitudin
sodales.

Fusce mollis ac urna ut consequat, Curabitur ey placerat massa, Phasellus fringilla enim

vel arcu molestie facilisis. Duis ac tempus erat, vel dignissim tellus. Aliquam suscipit,
purys vitae efficitur eleifend, lorem dolor tempus sem, et ornare negue lectus eget

lectus, Ut tincidunt orci non augue vehicula, ac grnare libero varius. Aenean lagreet nisi
sed lobortis elementum. Integer congue, erat ut tincidunt rutrum, sapien turpis ultricies

ipsum, sed ullameorper est purus sit amet urna. Quisque eget imperdiet lacus;

All the best,

Firstname Lastname
Title

oy 0
Scottish Rite, NMJ
Footer 33 Marcett R,

Lexington, MA 02421
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purus vitae efficitur eleifend, lorem dolor tempus sem, et ornare nequ
lectus. Ut tincidunt orci non augue vehicula, ac ornare libero varius. A
sed lobortis elementum. Integer congue, erat ut tincidunt rutrum, sag
ipsum, sed ullamcorper est purus sit amet urna. Quisque eget imperd
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Change Your Information Here
33 Marrett Rd,
Lexington, MA 02421

o: (781) 862-4%10
scottishriteNMJ.org
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Adjust the information to reflect
yours or your Valley’s
information.
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After you have customized your template, go to File > Save-As to save
it as ScottishRite Letterhead YOURNAMEHERE.dotx

Whenever you’re about write a letter, open your custom template file
and save the new file so you don’t overwrite the original.



Thank You!



