Assignment:  Use the PowerPoint presentation for this Unit to define the following terms and answer the following questions.  Type the words and their definitions in a MS Word document and then answer the questions that follow.  Save as “Formatting Documents Vocab_First Initial_ Last name.
Vocabulary 

1. Personal Business Letter
2. Business Letter
3. Inside Address
4. Date Line

5. Salutation
6. Body

7. Complimentary Closing

8. Signature

9. Writer’s Identification  

10. Block Style

11. Modified Block Style

12. Open Punctuation

13. Mixed Punctuation

14. Letterhead

15. Memo

Review Questions
Short Answer:

1. What is the purpose of learning to format documents appropriately?

2. What should the margin be set to when creating a Personal Business Letter, a Business Letter, or a Memo?
3. How many times do you press Enter after keying the Dateline in a letter?

4. How many times do you press Enter after keying the Salutation in a letter?

5. How many times do you press Enter after keying the Complimentary Closing?

6. What are two examples of text that can be used for a Complimentary Closing?

7. What is the difference between Mixed Punctuation and Open Punctuation in a letter?

8. What are three differences between the formatting of a Personal Business Letter and a Business Letter?

9. What are the special notations Enclosure and Attachment used for?  Where do they go in a letter?

10. What are the 4 headings in a memo?  How is this text formatted?  What is the spacing between each heading?

