
Word Processing: Business Letter
Write a brief business letter from scratch using the word processor.  The content of the letter should have an educational focus although the specifics are up to you.  For example, a letter from a school principal, a letter from a teacher to a parent, etc.  You are not restricted to any particular format or layout (Block style, etc.).  However, you should strive for a very professional and high quality overall final appearance.

It is suggested that you first examine some of the business "junk mail" that we all receive everyday.  A letter from a finance company, a letter from your employer, etc., might all provide worthy models for comparison.

The letter must contain the attributes listed below.  Check off each item when completed.

Be sure to keep a copy of this assignment on your primary disk as well as a backup.

Required Attributes:
_____ Formal Business-Style Letterhead (Name, Address, Slogan?)
_____ Include a graphic image embedded in and to be part of the Letterhead

or…
_____ Include a large watermark graphic centered on the page behind the text
_____ Inside Address (Sent to...?)

_____ Salutation  (Dear....   Welcome....   Etc… Other?)

_____ Body of the Letter (Several Paragraphs Minimum)

_____ Closing, Etc.  (Name, Signature, more?)







Date ______________





ACTIVITY	Class: ________________ Name: 








