Letters to be posted online are e-mailed to Maureen at 
maureenclaire@verizon.net.

You may send the letters in either of two ways:
1.  Attached in either Word document format, or Rich Text Format. 

Maureen’s Word is the 2003 version. If you have a different or later word processor, the best format may be Rich Text Format.  You may do a trial send to Maureen to see if your Word Processor documents are compatible with hers.
Your word processor allows you to save in the Rich Text Format, if you do a ‘Save As’, selecting ALL TYPES, and then scrolling for either the words ‘Rich Text Format’, or the extension rtf.

2.  In the body of the e-mail. Maureen is willing to copy and place the letter(s) in a Word file for you. 

If you have more than one letter, please use just one file per Action.  Two or three letters for the Action may be in that one file.  



If you have written on several actions, then each 
action would in a separate file or e-mail, even if there are two or more letters. 

Examples:  


One action might involve writing both the President and Secretary of State for a country, say Smith Country; another action involves writing letters to the President and Ambassador of another country, say John Country. 

The two letters involving Smith Country would appear in a Word (or rtf) file for Smith country – or in an e-mail. The letters for John Country would be in another file, or e-mail. 

The two letters involving John Country would appear in a Word (or rtf) file John Country – in a separate e-mail. 

