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STANDARD MEMORANDUM
Directions: Key a copy of the standard memorandum below in proper format. Insert memorandum parts with correct information where appropriate. Vertical lines mark the ends of lines. The ¶ is used to indicate the start of paragraphs.

To:  LJHS Students ( From: Type your name ( Date: January 16, 2009 ( Subject: Memos versus letters ¶ This memo outlines how to write an effective memo. A memo always begins with a statement of its purpose to help busy readers sort, prioritize, and file their correspondence. ¶ Use memos rather than letters to communicate within your organization, including members of your department, upper management, employees at another branch of your company, etc. ¶ Use a letter if you are preparing a document for someone several levels above you or in a formal situation. For example, an application for a leave of absence should be in letter form. 

 TABLE DIRECTIONS

Directions:  Create a table by using the Table feature using the following settings.
1. Use the default margins

2. Center the table vertically on the page

3. Set format for the first row and type the Table Title: Oceans
4. Center the first column headings
5. Type the first row of column headings: Ocean, Area, Average Depth

6. Type the second row of column headings:  Name, Square Miles, Feet

7. Clear all tabs to reset for column data

8. Align Left for text
9. Align Right for numbers
10. Key the following column data using double spacing:

Pacific Ocean

64,186,000

15,215

Atlantic Ocean
33,420,000

12,881

Indian Ocean

28,350,000

13,002

Southern Ocean
7,848,300

16,400

Arctic Ocean

5,106,000

3,953

11. Key the following source note information:

Source: http://www.enchantedlearning.com/subjects/ocean/
BLOCK BUSINESS LETTER INSTRUCTIONS

Directions:  Key a copy of the business letter below in block style with an appropriate punctuation style. Use proper formatting for the letter. Insert letter parts with correct information where appropriate. Vertical marks indicate the ends of lines. The ¶ is used to indicate the start of paragraphs. 
The letter is from Type your Name ( 983 Elm St. SW ( Flagstaff, AZ 86001-3441 ( March 14, 2009  This letter is to be sent to Dr. Heidi Larson  (Larson Veterinary Clinic  ( 9179 Hicks Ave.  ( Flagstaff, AZ 86001-3862 

Dear Dr. Larson ¶Your accountant, Rusty Smith, is my neighbor. He mentioned that your office stays very busy, so I wondered if you could use some extra help. I would like to apply for a position as a part-time veterinary assistant. ¶ As far as animal care goes, I’m experienced in feeding, bathing, exercising, and cleaning up after small and large animals. I truly love animals and have always given them special attention and care. I would be available to help after school and on weekends. ¶ I would be happy to come in for an interview at your convenience. You can contact me any weekday after 3:00 p.m. at 523-4418. Thank you for reviewing my enclosed application. ¶ Sincerely

UNBOUND RESEARCH REPORT
The Aloha State
More than any other state, Hawaii is world famous for its beauty and pleasant climate. This is probably why Hawaii, the “Aloha State,” is one of the most popular tourist attractions in the world, and why I would love to visit this state someday. Besides being a great place for tourists, though, Hawaii is also a great place to live and has over one million residents.

Hawaii is made up entirely of islands and is located in the mid-Pacific Ocean. The closest of its islands to the U.S. mainland is about 2,091 miles southwest of San Francisco. Hawaii is the youngest of the 50 states; it joined the union in 1959.

The state of Hawaii has a mixed population of Japanese, Filipino, Polynesian, and Chinese. The people are proud that their state is a community with many different backgrounds. Many people are mixtures of several nationalities and races. More than four-fifths of its people live in urban areas, mostly in Honolulu on the island of Oahu.

The climate in Hawaii is mild throughout the year with little difference between the hottest and coldest month. Honolulu, for example, has a normal daily temperature of 72 degrees in January and 80 degrees in July. Precipitation is uneven throughout the year because of the surrounding water. Usual precipitation for the year is about 480 inches of rainfall. However, Honolulu receives only 23 inches annually, most of it falling between November and March.

Tourism is the leading money maker in this beautiful state, with service industries accounting for 87 percent of Hawaii’s gross state product (the total value of goods and services produced in a state in a year). Each year, the islands attract over three million visitors. Oahu is the leading destination for most tourists. The state’s warm climate and its fine sand beaches are the leading attractions, as are the many top golf courses. There are also other attractions to visit in Hawaii, like Haleakala National Park on Maui and Hawaii Volcanoes National Park on the island of Hawaii.
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POWERPOINT PRESENTATION
Directions: Create a 5 slide PowerPoint Presentation titled, My Favorite Things. The slideshow must demonstrate that you have the following PowerPoint skills:
1. Insert Slides

2. Slide Design

3. Animation Schemes

4. Slide Transition

5. Custom Animation

6. Insert Pictures

7. Insert Sound

8. Word Art

9. Create a Link

10. Scan a picture to be used in slideshow
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