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Peter Faulks – Worksheet


	Title or Task: 
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	Description:
	 

	Files Required
	

	Suitable for Classes:

	 AIT •  Multimedia • Cert II IT • Cert II Bus

	Area:



	Technology & Enterprise

	Teacher: 


	Mr Peter Faulks

	Timeline 


	 

	Date Due:


	  

	Task Brief:
	In class lesson

	Outcomes:
	 


Items highlighted in yellow are tasks for you to complete
Items in Blue italics are help tips

These pages are designed to show you how to use software packages; various software updates may have taken place so some pages will not apply to versions other than those listed here. In some cases data files may be required.

Type three letters

Exercise 1.1 : Simple Letter

· Click on the New button to start a New document

· Type the text as it appears below

· Save the document with the name Simple Letter onto your student disk

· Close the document when finished

1/23 Main St 

BATEMAN WA  6150

Phone/fax (08) 9876 1234

1/1/2005

Mr J McDonald

Manager

Paint Works

11 Alderdice Road

BIGCITY WA 6000

Dear Mr McDonald

I have recently completed painting my home. I would like to commend you on the professionalism of your tradesmen. Their work was faultless and completed on time, which is a rare quality these days.

I would also like to express my appreciation of the excellent assistance provided by your sales team. Their knowledge and enthusiasm resulted in a colour scheme that has turned out perfectly.

I wish you and your staff all the best and rest assured I will be recommending your organisation to all.

Yours sincerely

"your name"

Exercise 1.2 : Flyaway Travel

· Start a New document

· Type the text as it appears below

· Save the document with the name "your company" Confirmation Letter
· Close the document when finished

"Your Travel Company

Your address"

Dear Mr. D. Dastardly

re: Confirmation of Travel Details

We take pleasure in confirming the trip of a lifetime is ready for you!

The tour outline is as follows:-

Depart Perth 3/10/2006 

London 3 days

Ireland 2 days

France 3 days

Italy 4 days

Germany 3 days

Holland 2 days

Switzerland 4 days

Hong Kong 1 day

Arrive Perth  26/10/2006

We will notify you when flight times are confirmed and forward an official itinerary soon after.

We would appreciate a deposit of $1200 within 7 days so we can confirm your place on the tour.

We look forward to ensuring you have the trip of a lifetime.

Yours sincerely

"Your name"

Managing Director

Your company

Exercise 1.3 : The ABC Banking Group 
· Start a New document

· Type the text as it appears below

· Save the document with the name ABC Subscription
· Close the document when finished

ABC Banking Group Pty Ltd 

123 The Avenue Bankstown 4321

15/2/1999

1/234 Main St 

SMALLTOWN WA 6001

Dear Miss Taylor

Subscription Renewal

A friendly reminder that your subscription to ABC finance is now due.  Your subscription to ABC finance will cease at the end of March if it is not renewed.

I hope you decide to renew your subscription to ABC finance and benefit from the special series starting soon on “Cost cutting while increasing revenue”. As you would be aware we pride ourselves in reducing costs by reducing services but increasing revenue through tried and true measures. Find out all about these and how easy it is to achieve huge profits.

It only takes 2 minutes to renew.

Please do it now!

Yours sincerely

Ebenezer Scrooge

Revenue Raising and Cost Cutting Director

Save the work
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