Copy and Paste Reference Document Sample 
The reference document contains the words of the letter plus the keywords that will be substituted. 

In this case the keywords were placed in brackets to easily identify them and make them unique.

The reference document stays the same. It is copied into a new document name, then the keywords are replaced on the new document. 

<date>

<firstname> <lastname>

<address> <city> <state> <postcode>

Dear <firstname>

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Quisque sed felis. Aliquam sit amet felis. Mauris semper, velit semper laoreet dictum, quam diam dictum urna.<clientno>
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Quisque sed felis. Aliquam sit amet felis. Mauris semper, velit semper laoreet dictum, quam diam dictum urna. <receipt>
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Quisque sed felis. Aliquam sit amet felis. Mauris semper, velit semper laoreet dictum, quam diam dictum urna. <duedate>
