Computer Literacy Handout  -  Properly Formatted Block Letter

1. Open the “Letterhead Template” that you created earlier and saved to your folder.
2. Write a properly formatted block letter (3 paragraphs, 1” margins, 12 point Times New Roman or Arial).  Choose a topic from the following options. 
a. Sales Order Letter
b. Confirmation Letter
c. Cover or Application Letter
d. Acceptance Letter
e. Thank You Letter
f. Request Letter
g. Claim/Complaint Letter
h. Invitation Letter
i. Welcome Letter
j. Informational Letter
3. Use the resources I showed you available at http://sjrocco.info for any questions you might have about formatting or style.  OR  Ask someone on either side of you.  Do not ask me!
4. Be sure to use proper conventions, i.e. capitals,   punctuation, grammar, etc.  Business Letter Rubric will be used for grading.  Add Footer as instructed for all exercises.  (Date – Your Name – EP2_Letter)  

5. When completed, proofread for errors and correct them.  Save as EP2_Letter_YourName, then upload with the submission form on the web site.  
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