YOU CAN SAVE THIS DOCUMENT AND OPEN IT IN MS WORD BY CLICKING ON “FILE” AND “SAVE AS” OR RIGHT CLICK AND SAVE.  USE THIS AS A GUIDE.

Turn on the symbols sign to insure that you do not have any extra spaces or unexpected tabs.  This is a symbol sign 


Delete any excess spaces like -- before John, after Street, and after Anytown.

Mr. and Mrs.  John Smith

12345 West Your Street  

Anytown , California 90456
If you see this symbol (
) you need to delete it.

Mr. and Mrs. John Smith




12345 West Your Street



Anytown, California 90456
If you want a standard zip code, it should look like:

Mr. and Mrs. John Smith

12345 West Your Street

Anytown, California 90456
Many like two spaces before the zip code:

Mr. and Mrs. John Smith

12345 West Your Street

Anytown, California  90456
If you want your zip code spread, you must put the zip code on its own line and put as few or as many spaces between the numbers like:

Mr. and Mrs. John Smith

12345 West Your Street

Anytown, California

9  0  4  5  6
Sample list below:

Mr. and Mrs. John Smith

and Family

12345 West Your Street

Anytown, California  90456

Mr. and Mrs. John Smith

Miss Jane Smith

12345 West Your Street

Anytown, California  90456

Mr. and Mrs. John Smith

12345 West Your Street

Apartment 14C

Anytown, California  90456

Mr. and Mrs. John Smith

and Gracie

12345 West Your Street

Unit D

	Don’t worry if your entry runs on to a new page.  Just keep typing.


Anytown, California  90456

Mr. and Mrs. John Smith

12345 West Your Street

Anytown, California  90456

