WESTERN OFFICE PRODUCTS, INC.

123 Sunset Lane Los Angeles, CA 99210 (800) 555-7777
Follow these instructions. This is a Routine Good News business message. 
Go to “Page Layout” then find “Custom Margins.” Reduce the top margin to 0.5” so that the letterhead doesn’t take so much of the page. Set the left, right, and bottom margins to 1.25”.  The letter is single spaced (double space between blocks). Use Times New Roman font.
Recreate the letterhead on the top of this page on your own screen by following these steps: Change the font size to 20 for the company name. Click B (bold) on the tool bar. Type the company name. Center the name by hitting the center symbol on the tool bar. On the next line, change the font size to 16, and type the address and telephone number. Center the line. 
Go down two lines and change the justification to “Left.” Change the font size to 12, and click B to bring your print out of bold. After you have created the letterhead, type the letter according to the following directions. 
The letter is written in Full Block format.

The letter is addressed: 
Mr. Richard Zapata

4407 North 10th Street
McAllen, TX 78504

The person sending this letter received an inquiry from Mr. Zapata about Western Office Products line of computers. William Smith, Customer Service Manager, is sending this response to Mr. Zapata. He is also sending a copy of the letter to Ms. Jennifer Lopez, Sales Manager, so she can make a follow up sales pitch to Mr. Zapata in a couple of weeks. 
Following are four brief sentences that comprise the entire “Body” of the letter. You must divide these sentences into three sections: “Introductory Paragraph,” “Discussion,” and “Concluding Paragraph.” (One will have two sentences; the others will have one sentence each.) Do not add or subtract words.
Thank you for requesting information about Western’s line of home computers. The many work-saving features of our latest models are described in the enclosed booklet. We appreciate your interest in our products. If you have any questions, please call our toll-free number, (800) 555-7777.

Do not indent any part of the letter. When you have included all the necessary items, proofread and correct any errors. Then, center the letter (not including the letterhead) vertically on the page. Sign the sender’s name in the appropriate spot. 
Hand-write your name on the bottom of the page and submit it to your instructor.
