Editing a Business Letter

Directions: Edit the letter provided below using a blue, black or red ink pen. Look for grammar, spelling, punctuation, and format mistakes. Use appropriate editing marks. 
Johnny’s Parts and Repair
304 Main Street
Anywhere, GA 33333
(275) 135-7924
14 May

976 Community Blvd.

Anywhere GA 33333

Dear Community Planning Committee,
I am a local business owner in Anywhere Georgia, and I am hily interested in participated in the Local Community Fair. My business, Johnny’s Parts and Repair, provides services and parts for household appliances such as dishwashers, washing machines microwaves and refrigerators we currently employee 5 full time workers, but I’m in need of a few additional parttime workers to cover the week end shifts. A Local Community Fair would be the perfect avenue for me to advertise my business and the available parttime positions. 

As part of my display, I will need two tables that measure at least 2 x 4 feet as well as a minimum of 12 x 12 foots of space. I plan on bringing an example of one of our newest microwaves, so I would need electricity. One of my employees has prepared a slideshowpresentation of our store, so a projector and screen will b required. I will also need an internet connection to access my companies website. 
Thanks you for all the hard work, time, and dedication y’all are giving to our community. The Local Community Fair is sure to be a big hit with job seekers current employees and citizens alike. If you need any further assistance with the fair, please don’t hesitate to ask.

Sincerely
Johnny Washer

Editing a Business Letter Answer Key
304 Main Street
Anywhere, GA 33333

May 14, 2011
Community Planning Committee
976 Community Blvd.

Anywhere, GA 33333

Dear Community Planning Committee:
I am a local business owner in Anywhere, Georgia, and I am highly interested in participating in the Local Community Fair. My business, Johnny’s Parts and Repair, provides services and parts for household appliances such as dishwashers, washing machines, microwaves, and refrigerators. We currently employee five full time workers, but I am in need of a few additional part time workers to cover the weekend shifts. A Local Community Fair would be the perfect avenue for me to advertise my business and the available part time positions. 

As part of my display, I will need two tables that measure at least 2 x 4 feet as well as a minimum of 12 x 12 feet of space. I plan on bringing an example of one of our newest microwaves, so I will need electricity. One of my employees has prepared a slide show presentation of our store, so a projector and screen will be required. I will also need an internet connection to access my company’s website. 

Thank you for all the hard work, time, and dedication you are giving to our community. The Local Community Fair is sure to be a big hit with job seekers, current employees, and citizens alike. If you need any further assistance with the fair, please do not hesitate to ask.

Sincerely,

Johnny Washer
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