Microsoft Word Assignment Sheet

Assignment One—College Application


In a business format (see page 7 for an example), type a one page application letter to a college.  In an application letter you should have a paragraph that introduces yourself, your interests, the reason you are writing, and your contact information.    

Assignment Two-- Pick two of the three businesses letters to write.

Write a letter to the editor of a newspaper or magazine on a topic that you pick.  Make sure you include the reason you are writing and state clearly what you are trying to say.  Usually letters to the editor are to complain about a particular problem or to give advice or opinions about something.  One person wrote about how they thought the roads should be fixed.  Another wrote to give an opinion on a topic about local school lunches.  You pick a topic to write.

It must be at least three paragraphs.

You might want to get ideas from actual letters to the editors.

Stu Dent has published the following article in the Daily Reach Express.  Write a business letter in response to his article.  (You can send responses to the Daily Reach Express at 500 Education Avenue, Suite 101, Kansas City, Kansas 66101).

Education today is worthless.  Teachers are underpaid so they don’t teach up to the standards.  They are also under qualified to teach the subjects they are teaching.  Plus teachers have to do more than just teach.  They have to be the babysitter, the mom or dad, therapist, and counselor.  They have to do all this and expect to be in one of the lowest paid professions.  No wonder they don’t want to teach our students correctly.  Also schools can not afford the proper textbooks, or materials to provide to students.  I say the best source of education is taking our children out of the public school systems and home schooling them.  Then our children will have the proper education they need.  All of our problems will be solved!

John Reach from the company of Airheads R We has put the following advertisement in a newspaper.  Write a one page business paper to the advertised company asking for more information on at least one of the products.  Information to ask would be for price, explanation of item, quantity it comes in and method of payments.  

Airheads R We has the following items for sale.  

Brainless Teasers 

Easiest Operating Pencil Sharpener

Never ending Box of Tissue

For price or information on a product, contact John Reach at 500 Indian Springs Way, Kansas City, Kansas 66101 or at 1-800-555-5123.

Assignment Three—Autobiography


Write a one page paper (in double space, Times New Roman in 12 point font) which tells about you.  You can talk about where you go to school, what your goals are, what you hope to accomplish, your family, or what you like to do.  The top of your paper should look like this.

Your Name

The Date

The class name

The Assignment

“Title”


Start typing a paper.  Don’t forget to indent the paragraphs.

An example:

John Doe

January 9, 2007

Computer Technology

Autobiography Paper

“My Life”
To automatically double a space your paper, go up to Format on the top menu.  

Click on Paragraph.  You should get a box like this.

[image: image1.png]Paragraph

Indents and 5pacing | Line and page Ereaks

General

algrment:  [left v Oulinelevel:  [Bodytert v

Indentation

Lefts [ 2| specas By

Right: o 3 oo v B

Spacing

wore font

after: op 2
Dortt add space

Preview





Click on the down pointy arrow and select Double.  This will put in double space for you so you don’t have to hit the Enter key until the end of the paragraph.  Also note that under Indentation the box for special will let you indent the first line of each paragraph with out hitting Tab if you like.
Note: Small numbers are spelled out unless they are part of something such as a date.

Note: Correct grammar needs to be used.  This is not like you are talking to your best friend.

Spell Checking-- All of your assignments need to be spell checked.  You can do this one of two ways.  Up above on the tool bar there is a button with a check mark and ABC by it.  That is the grammar and spell check button.  Another way is to click on Tools then click on Spellchecker.  Note that you still have to proofread your own papers, because Spellchecker doesn’t know all the words in the world and it only follows most grammar rules, but doesn’t know all of them.  Make sure you spell check all your work.

Assignment Four


Type a memo.  A memo is a short little office note.  The format is below.  The most common form of a memo in today’s society is an e-mail message.  The format on an e-mail is much like that of a memo.  You don’t sign a memo.   It is a short message and your name is already at the top of it. Type up a memo letting me know how what supplies you will need to make a full presentation to a group of people.  The presentation is to have a Power Point presentation in it. 

Memo Format:

To:  Name of recipient

From: Your Name

Subject:  The subject of your memo

Message:

Then type your message.

Memo Example:

To: 500 Reach Student

From: Christina

Subject: Type a memo

Message:  


Hello.  You need to type me a memo letting me know all of  the equipment you will need to present your Power Point presentation on Friday.  Let me know by Thursday.

End Notes and Footnotes


Endnotes and footnotes are ways of marking a paper to show where you received information from. This is also helpful in giving notes1.  Footnotes are at the bottom of a paper2 and endnotes are at the back of the paper.  For footnotes you put a superscript number that corresponds to the note at the bottom.  Go to the following website and look at examples of endnotes and footnotes and parenthetical notes.  http://www.eths.k12.il.us/manual_of_form_and_style/documentation.html
To enter a superscript3
Type the number you want and then highlight it.  Go to Format, and then click on Font.  [image: image2.png]it Word Assignment Sheet - Microsoft Word.
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After you click on font then check the little box next to the word that says Superscript in the area that is labeled Effects.
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Notes would be like definitions of a word or explaining the meaning of a phrase.  It could also be a note to give credit to the person who wrote it.
Notes are also in different size or font.  Some papers and books put a line between the text and the footnotes.

3.   Superscripts raise up a character like in a power.   For example: x3 the three is superscript.  A 

subscript lowers a number like in science with chemicals.  H2O the two is a subscript.


This is an example of a business letter in block style. Instructions are in italics and blue.
John Reach



1406 State Avenue




Your name and address are
Kansas City, KS 66101



always at the top followed by the
October 26, 2006




date that you wrote it. 








Then there are 4 blank lines

Jim Byfield, Coordinator

This is the name of the person you are writing to if
500 Reach



you know the name.  Next is the Business address of 

Indian Springs Business Center


the company that you are writing to.

1406 State Avenue, Suite #6



 

Kansas City, KS 66101








Hit Enter twice to put a blank line.
Dear Mr. Byfield:       This is called the salutation. The most common one is “To Whom It May Concern:” if you don’t know a name.  Again hit Enter twice.

My name is John Reach.  I’m writing you to see if I can receive information on your program.  I saw an advertisement for your school and I am interested in getting my high school diploma. (The first paragraph introduces yourself and why you are writing.)
I attended Kansas City High School in 1990.  I was scheduled to graduate in 1991 but dropped out to get a job after my father died.  I went to a program and took a test to receive my GED in 1993.  I always wanted to finish and get my high school diploma, but I have never known a way to do it.  (Second paragraph tells either what you want or about yourself.  This depends on what you are writing about.)
Can you please send me information on your program and what I need to do to apply?  My phone number is 913-555-5123.  Please call or send me information that will help me get my high school diploma.  Thank you for your time and consideration.  (The third paragraph is a closing paragraph.  This is a place to give a way to contact you and to say thank you.  This last line is a very common respectful line use in most business letters.)

Sincerely,



This is the most common closure





There are four lines here for your signature.
John Reach



Always type your name.
Cc:



These are two possible things you can put at the bottom of  
Enc:



a letter.  The cc: is short for carbon copy.  This would mean that you sent a copy to someone else as well.  Enc: is a short hand to let the reader know that you have enclosed something with this letter.  This can be added to a letter that accompanies an application, or a resume.  Businesses put on the letter when they send you something in the mail.  

