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WORD 2						Name:


· Take notes on the sample letter on the back of this handout.

· Create a folder in your “Computer Tech” folder in your “My Documents” folder called LETTERS.

· Go to www.intechengineering.org/complit.html  and click on the document called GL LETTERHEAD. You need to save the file in the LETTERS folder you just created.  You will be using this file for all of the letters you type for Green Living, Inc.



ASSIGNMENTS



1. Key the sample letter just as it looks on the handout (minus the boxes with notes).  
a. Use the Green Living, Inc. letterhead file you have saved in your LETTERS folder.  
b. Save this letter as MAYOR in the LETTERS folder.  Have this assignment stamped when you are finished – change the Zoom to Whole Page or view the letter in Print Preview.

 (
Stamp
)



2.	The COO of Green Living, Inc. needs to send an employment contract to the Logan City Environmental Services chairperson.  She handwrote a rough draft of the letter for you to use. 
a.	Key the letter on The Green Living, Inc. letterhead and use correct “block style letter” format.
b.	Use the current date on the letter.
c.	Use the same closing and signature block as the letter you keyed to be sent to Mayor Randy Watts.
d.	Save this letter as EMPLOYMENT CONTRACT in the LETTERS folder.
e.	Print this letter when you are finished and attach it to this handout.







