BCIS II LETTERS EXERCISE 2

DIRECTIONS PART 1:

Keyboard the letter shown in ILLUSTRATION A on the next page.

Save the file as LETEXER2PART1.
Format the letter in block style with open punctuation.

Include ALL Essential Letter Parts
Select the text TACOMA JOB FAIR and change the case to TITLE CASE.

Also, insert the following special letter parts using correct placement in the letter 

AIRMAIL

SUBJECT:  Tacoma Job Fair

Enclosure

c Mr. James Jones, Special Projects Director

Center the letter vertically on the page.

Print the letter.

DIRECTIONS PART 2:

Revise the letter so that it is formatted in Modified-Block Style with Mixed Punctuation.

Resave the file as LETEXER2PART2.

Add the following Postscript to the letter.

Benny in Publicity said he would be glad to make up some brochures for advertisement.

