COPY TEST

Use a 1 inch margin all around, copy the following letter to be mailed off to prospective clients. Ensure that
the corrections rules are adhere to. Save the task and mail to the teacher.

f;_Dear /)&%ALW ﬁw _jﬂpt M[{/ \MML M@/ e
_,Thank you very—mueh for your mquwy concermng a posmon wrth our |
| company as our admrmstrat:ve assistant. & bl Py |

o Our admlmstratwe assrstants are promoted to those posrtrons after they

:‘have worked rn our company for;\/a numb;erheﬂf yea / They must'

~' 'demonstrate therr ablhty to work eff:cnently wrthm*the of'frce system —+

_thrnk you will frnd srmrlar hmng% m most compames -

. 'We,d@have several openlngs for word processrng operators |n our
"headquarters offrce it you would hke to be consrdered for one of these,
'posmons please compiete the enclosed applrcatlon and return rt to

James Baker Human Resouroes Dwrsron # | '

lf you decrdee to pursue a posmon wrth our company, { thmk you wrll ﬁnd

that we hav%an excellent promotion policy WWW
| | woug m‘fmz&a/ wah/‘“ﬁ’ eonditiong/ M

Yours truly

Mrs. Doris" J. 'Collie'
. “Human Resources Director
- Five Lakes Real Estate Co. |
- One Point Gold Circle Plaza =
- P.O.BoxR. 1111
Rum Cay. Ragged Island.



TASK 2 - BUSINESS LETTER & ENVELOPE

Instructions: Key the following letter using block format and open punctuation on a full sheet of |
provided in the booklet. Use side margins of 1.5" on the left and 1" on the right. Block the paragr
Note that the lines may not end as in the script. Type an envelope using the USPS style. Type
address in the return address position on the envelope.
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TASK 3 - DISPLAY

Instructions: Input/key the following advertisement on a full sheet of paper provided in the booklet.
Center each line horizontally and the entire task vertically. Follow all line endings unless otherwise
instructed. Follow all other instructions as indicated throughout the task.
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TASK 4 - MEMORANDUM

Instructions: Create the form for the following standard memorandum using the paper provided in the
rear of the booklet. Use a top margin of 2.0" and side margins of 1". Headings are to be keyed at the left
margin of the page. The memorandum is addresssed to ‘Training Officer, Human Resources Department

from Mr Richard Williams, C. E. O. The subject is “Skills For Entry Level WP Applicants”

.Use today’s
date.
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TASK 5 - TABULATION

Instructions: On a half sheet of paper display the following table centered horizontally and vertically.
Put equal spacing between columns. Follow all other instructions given throughout the task.
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