Microsoft Word 2003

(Business_Letter) – 10 pts.

Lesson 3, Business Letters (3.1-3.10)

· Start on pg. 72 by reading the 1st paragraph

· Also read on the left side under “You Will Learn To:”

· Flip to pg. 73 and review the Key Terms

· READ, READ – quiz later – pg. 74 on Business Letters and Proofreading Tools

· READ pg. 75 on Business Letters!

· READ pg. 76 on Business and Personal Business Letters!  Quiz Later!

· Start the Step-by-Step on pg. 77

· Take note of the proper spacing/formatting of a business letter – you will have to memorize this and will have a quiz on it!

· Notice the Letterhead – this make letters more professional and “official” if the business has its own stationary – YOU WILL CREATE YOUR OWN soon, so be CREATIVE!

· The lesson ends on pg. 86, please save and PRINT (Not in color)!
Now, create your own Letterhead.  
Pretend you are a business owner!  Use your name if you like as your company name.
Include your:

Complete address
Phone number with area code

Fax number with area code

Email address and/or website URL


Keep it professional - do not use up more than 1.5 inches of the top of your paper, as your letter needs to start at 2 inches!  Hint, adjust your top margin to ½ inch so you can work closely to the top of the page.

Be creative – we will vote on our favorite in the class.  Prizes will be given to 1st, 2nd, and 3rd place winners!  Save and print in color and turn into basket when you are finished.  Be sure to look at my examples in the G:drive or in my purple folder!
Also, please see the rubric in the G:drive by which you will be graded. 25 points!  
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Envelopes – 5 points * Lesson 3, Exercise 3.11

· Step-by-Step starts on pg. 87
· It also ends on 87
· Show me for 5 pts.  Be sure to type all info. correctly!
Microsoft Word 2003

Finding/Replacing Text (Fay_Memo) 10 points

Lesson 3 (Exercise 3.12-3.16)

· Start the Step-by-Step on pg. 88

· It ends on pg. 92 * Save and print for 10 pts.

Next, turn to page 96 and review the Quick References (commands)
Turn to pg. 97 and answer the following Concept Review Questions…

1-5, 7-9 (Label your paper pg. 97)
QUIZ BELOW!


STOP and READ

Before starting Lesson 4 complete the Unit 1, Lesson 3 Quiz for WORD!
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See the G:Drive – Computer Apps –Tests-Self Check Quizzes file for further instructions.  Please email me your score/results.[image: image1.png]



