Lesson D1 – Handout #1

Create a Business Letter Using a Word Processing Program

Below is an example of a personal business letter.  Recreate this letter in a new document of MS Word.  Follow the formatting instructions for letter placement and proper line spacing as directed in blue.


(Current Date)  
Dates should be spelled out, i.e. November 20, 2003

Strike the Enter key 4 times between the date and inside address


Admissions

Johnson County Community College

12345 College Blvd.

Overland Park, KS 66210


Double Space

Dear Sir or Madam:


Double Space

I am planning to attend Johnson County Community College this coming semester.  I would like to know what two-year degree programs JCCC offers, what the enrollment procedure is, and if financial aid might be available.  In addition, does JCCC offer any career counseling and support services?  Please send me a college catalog and course schedule, as well as any other information that might assist me as a new student. 


Double Space

I appreciate your assistance in my efforts to begin my college career and look forward to hearing to from you.


Double Space

Sincerely,




Strike the Enter key 4 times between the closing and your address

Your First/Last Name

Your Street Address

Your City/State/Zip

Change the top margin of the page to 2 inches.





Inside Address





Salutation





Closing





Signature Line








