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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.

Letter Head 

The next task Forrest Flower Shop, Bateman Couriers,  Murdoch Multimedia or Winthrop Events Management want you to produce a letterhead.

It should contain the logo made in Section 2  in the top right hand corner, the company name, the address of the business, telephone, fax and E-mail address and your name as the owner manager of the business. 

The address text should be at 10 point and in a Times New Roman font. 

There should be a line that separates the header text and the main document. The completed work is to be stored saved as Letterhead.doc in the Cert II Marking Folder

Print a copy of your letterhead, which must include footer comprising your name, together with the date and time of printing.

Save the work
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