
Note: Save the tiger logo to your S drive or P drive before starting the letter. 

1. Create a new Microsoft Word document, and save it as YourNameWord1A. 

2. Press the Enter key 7 times to leave space at the top of the letter. 

Note: you will insert a logo in this space later in the assignment. 

3. Key today's date, then press the Enter key 3 more times. 

Note: look at sample letter 1 on my page as a guide for entering all the info. at the 

top of the letter given in the next step. 

4. Enter the following info. on the appropriate lines with appropriate spacing, 

capitalization, use of commas etc. 

Zack Snyder 

Warner Bros. Studios Inc. 

3300 Warner Blvd. 

Burbank, CA 91505-4694 

 

5. Select the Insert tab and press the Picture button and select the image of the 

logo that you saved earlier. 

6. Move the image in your Microsoft Word document (your letter) near the top. 

Above the date. 

7. Right-mouse click the image and change the Text Wrapping to Tight as show so 

that you can move the image around the page. 

 

 

 

 

 



Note: instead of using the right-mouse click you could also use the Format tab as 

shown below (alternative method). 

 

Note: you are now going to create a text box beside the logo to put the name of my 

employer. 

8. Select the Insert tab and press the Text Box button and choose a Simple text 

box as shown below. 

 

9. Place the text box beside the logo and key the following address: 

 

 

 

 

 



10. Select the text box, then select the Format tab and press the Shape Outline 

droplist and choose No Outline. 

 

 
 

11. Key two paragraphs in the letter, remember this is a complaint letter to Zack 

Snyder at Warner Bros. Studios describing how it is a horrible choice to cast Ben 

Affleck as the next Batman.  You definitely want to include how he portrayed a 

superhero in the past and the movie did horrible in the box office. 

 

12. In the appropriate line at the bottom of the letter key Sincerely and my name: 

Jason Carr Illini Bluffs Mathematics and Technology Teacher. 

Note: look at sampleletter1 in the lesson as a guide. 

 

13. After Sincerely and Jason Carr, leave the appropriate spaces and key my 

initials and yours (you are the assistant keying the letter) as shown in 

sampleletter1. 

 

14. Answer the questions below. 

 

 

1 Where are two sources that you can find an approved 

letter format?  

    

2 What is the problem with working with Microsoft 

template files? 

    



3 Can you create a logo and save it on a document that can 

be used over and over again as a template for business 

letters. 

    

4 Name five things that may be found in the letterhead 

section of a document.  

    

5 If you copy and paste an image from the Internet into a 

Word Processing what do you have to do so that you can 

move the image around in the document? 

    

6 What is an attachment? 

    

7 Give an example of when you might send something by 

certified mail. 

 


