WRITING A LETTER

TASK A
1. Access a word processor

2. Type out the letter shown on page 2.
3. Save your work as warehouseletter
4. Print a copy of your work 
5. Insert your address at the top of the letter

6. Insert today’s date after your address

7. Make sure there is at least one clear linespace before and after the date

8. Insert Your Name between Yours sincerely and Enc.
9. Make sure there is at least 4 clear linespaces after Yours Sincerely

10. Make sure there is a clear linespace after your name
11. Save your work.

12. Close your word processor and make a Print of your work.

TASK B

13. Open the document you saved in the last task.
14. Format all page margins to 2cm
15. Format all of the text to Arial font
16. Format your address to bold 

17. Right align your address and the date
18. Format Yours Sincerely and Your Name to Bold
19. In the footer add an automatic filename

20. Save your updated work. 
21. Make a Print of your work.
22. Close the word processor
 Hand in your prints for marking.

Mrs Singh

HYS Distribution
Unit 10

Parkford Ind. Est.

Birmingham

B1 6WR

Dear Mrs Singh

I would like to be considered for the position of Picker / Packer vacancy advertised in the Express and Star newspaper. I believe I am a good match for the skills and experience profile you require.

In the past 20 years I have worked in a variety of manufacturing and warehouse positions which have included forklift loading and unloading on goods in/out and using computerised stock control systems.

Please find my CV enclosed and I would appreciate a chance to meet with you to talk further. Thank you for your time and consideration. 

Yours Sincerely

Jon Smith 

Enc.
