
What you need:

•	 Good quality A4 paper

Instructions:

1. Fill in the spaces indicated with your company name, the addresses, the date and your 
    text 
2. In your printer settings, make sure colour is set to “Colour“ and quality is set to “Quality“ 
3. Print, sign and send...don‘t forget to print a copy for your files, too 
 
Epson Tip: only fill in those text blocks which always stay the same (like your address) 
and leave the rest blank. Then print out multiple copies to use as headed letter paper at a 
later date
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	Letter Sender adress: (you) Company name - Street - City
	Letter Recipient address: (customer) Company name
(customer) First name last name
(customer) Street
(customer) City
(customer) Postcode
	Letter Subject: Subject
	Letter Date: Date
	Letter Text: Dear Mr Recipient,

Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit amet. Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo dolores et ea rebum. 

Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit amet. Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit amet.

Yours sincerely,

<leave space for signature>

First name last name
	Letter Company Adress: (you) Company name
(you) Street - (you) City - (you) Postcode
(you) Phone - (you) Fax
(you) Email - (you) Website
	Letter Company name: COMPANY NAME
	Letter-v2 Company name: COMPANY NAME
	Letter-v2 Sender adress: (you) Company name - Street - City
	Letter-v2 Recipient address: (customer) Company name
(customer) First name last name
(customer) Street
(customer) City
(customer) Postcode
	Letter-v2 Subject: Subject
	Letter-v2 Date: Date
	Letter-v2 Text: Dear Mr Recipient,

Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit amet. Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo dolores et ea rebum. 

Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit amet. Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit amet.

Yours sincerely,

<leave space for signature>

First name last name
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