Directions: Read the information below and follow the directions on page 2.

Review Lesson over Word Lesson 1: The Five Parts of a Personal Letter
The 1st part is called the heading. It includes the writer’s complete address and the date that the letter was written.  If your letter is full-block style (all flush against the left margin) then the heading and all other parts of the letter are flush left.  In this style the paragraphs are not indented.  This is how we will write our letters in class.  Just so you know, many people write their letters semi-block style, which means that the heading and closing are tabbed to the middle of the paper and paragraphs are indented.

The 2nd part of a personal letter is called the salutation.  The salutation is the opening greeting in any letter.  In most personal letters we start the salutation with “Dear   (whatever the person’s name is).”

The 3rd part of a personal letter is called the body.  The body is the “letter” part of the letter.  It includes all of the writer’s thoughts organized into paragraphs. In a letter, indentation is not required. However, in other writings, it is important to remember to indent.
The 4th part of a personal letter is called the closing.  The closing includes the closing greeting followed by empty spaces or blank lines and then the writer’s typed or printed first and last name.  In the closing greeting only the first word is capitalized.  Some examples of good closing greetings are as follows:  Yours truly; Sincerely; Friends forever; and Love.

The 5th part of a personal letter is called the signature.  The signature is signed in the space between the two parts of the closing.  The signature should be written neatly in cursive.  It should include your first and last name, or you may sign your first initial and last name.
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Directions for your assignment:

1. Open a Blank word document and save it as Teacher followed by your initials.

2. Change the zoom of your document to 110%

3. Change the orientation of your document to landscape.

4. Write a letter to a teacher or staff member you believe needs a friendly note. 

(Do not change the font size or the font)

5. Be sure to have the proper heading and salutation in your letter.

6. Save your document by tapping Ctrl+S.

7. For the heading, make up a fake address.

8. After the heading insert 2 blank lines.

9. After the salutation insert 1 blank line.

10. The body of your letter should have 3 paragraphs.

11. There need to be at least 5 sentences in each paragraph.

12. After each paragraph insert 1 blank line.

13. Save your document by tapping Ctrl+S.

14. Between the closing greeting and your typed or printed first and last name, you will need to insert 3 blank lines
15. If you choose to remain anonymous, type the word Anonymous rather than your name.
16. Change the orientation of your document to portrait.

17. Save your document by tapping Ctrl+S.

18. Print your letter when finished.




18720 Linnet Street, Apt #102


Tarzana, CA   91356


September 8, 2007








Dear Jasmina,





Hi, how are things going!  I just got back from my vacation in Alaska.  I had a really great time with my family.  First, we flew on Delta Airlines from Los Angeles to Vancouver, Canada.  It was so cool!  My mom had to get all of us kids passports and stuff like four months in advance because Canada is a whole other country.  We spent the night in Vancouver and went to the cruise ship the next day in time for lunch.





Man, the cruise ship was humongous and spectacular.  Once we got onboard we went straight to our room.  It was huge.  My mom and dad had their bedroom with an enormous bed.  Me and Rick shared a bedroom that had a bunk-bed, a dresser and a mirrored closet.  Little André slept on the sofa-bed.  The room had a huge porthole window and a ledge where you could sit and look out over the ocean.  The bathroom had a shower and a toilet that made a sound like it could suck you  down and spit you out into the sea.





Well, I don’t want to tell you everything.  I’ll save the rest for when we see each other face-to-face.





Your friend,





Leana Young





Leana Young
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