Name:      
Unit 2:  BUSINESS COMMUNICATIONS

OVERVIEW

· Writing 
· All student managers will write letters on       letterhead designed especially for their     .

· Using       and       are an integral part of business.
BUSINESS FORMS

· A     
· Address labels and      
· L     
· S     
· W     
Lesson 2.1 Writing Business Letters

Helping Managers

·      will prepare a form letter each time a       is made.

· Lee Community Center will prepare a       on July 20 that will be reproduced and sent to all       in Pettisville.

· A special newsletter       is also provided that includes the       permit number and a place to list the mailing address.

Manager Tips

· The       block letter style is best for       letters. 

· The       letter style is the easiest format for managers who are       their letters on electronic letterhead     .

· Formatting techniques are found on pages       in the Student Reference Book.

· Business letters should include at least       paragraphs

· I     
· B     
· C     
· Remember to make       of your documents for two reasons:

· Businesses keep       of all completed documents.

· You will need to compile a sampling of work for your     .
· There are seven parts of a business letter.

· D     
· L     
· S     
· Ladies and Gentleman

· B     
· C     
· Only the first letter of the       word is capitalized

· S     
· E     
· If you are sending a       or other business paper with the letter
