Letter Writing Exercise
1. Open a Word Processor software application (for example: Microsoft Word)

2. Type the letter that is shown below.  

3. Save the letter to your disk using the file name carcrash1.  (File menu then Save as…)

4. Print a copy of the letter.
5. Make the changes to the letter as shown by the gray boxes on page 2.

6. Save a copy of your letter to your disk using the file name carcrash2.

7. Print a copy of the letter.

17 Lovely Lane

Warrington

Greater Manchester

WA5 1UB

Jo Jensen

Customer Service Dept

Express Line Insurance

Express Line House, 1 Church Square

Trinity Street

Bristol

BS1 5DL

TODAY’S DATE

Dear Jo,

Ref: NS10020784961/CI/AF

Please find enclosed photographs of the accident scene.  I have indicated along which road each of the cars were travelling at the time of the collision and hope that this will help in the conclusion of this matter.

In picture (A) the road I was travelling on is marked by the yellow and green truck, this would be where I approached the junction from, you can see the central reservation I crashed into also on this picture and the road that the other car was travelling along is in the bottom right hand corner of the picture.

Pictures (B) & (C) show the damage to my car.

Picture (D) also shows both roads, with the white NTL van showing the direction the other car was travelling in and the car next to the blue truck showing where I was coming from.

Picture (E) shows the junction clearly.

Should you require any further information from me please do not hesitate to contact me at the address above.

Kind regards

YOUR NAME
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