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Business Letters Acrostic Poem
Directions:

1. Open Word.

2. Insert a header and type your name.

3. Insert Word art and type – LETTERS
Place this text at the bottom of your document.  You can change the color and shape.
4. Insert Word art and type – BUSINESS.  
Then use the Word Art Toolbar and change the lettering to be vertical.  You can change the color and shape.  Place this text at the left hand side of your document.
5. Draw a long text box next to the B in the word BUSINESS.  You need to write a sentence that begins with the letter B.  The sentence needs to be about either Block, Modified, or Modified-Block letters.

6. Click on the text box to select it.  Then click on No Fill and also click on No Line.
7. Draw another long text box next to the U in the word BUSINESS.  You need to write a sentence that begins with the letter U.  The sentence needs to be about either Block, Modified, or Modified-Block letters.
8. Click on the text box to select it.  The click on No Fill and also click on No Line.

9. Continue drawing text boxes next to the following letters UINESS and writing sentences.

10. Also continue to add a No Fill and a No Line on each of the text boxes.
11. You can use any readable font and color.
12. Re-read your sentences and fix any mistakes.

13. Add appropriate pictures—remember to format them in order to move them.
14. Do a print preview to make sure it fits onto one page.

15. Print to the color printer.
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usinesses use letterhead to display their address.





use four enters after the date.





et your margins by clicking on File and then Page Setup.





nsert the date automatically by clicking on Insert and then Date and Time.





o tabs are used in a Block Letter.





dit your work for errors.





alutation is the greeting line, the Dear line.





et one tab for the date at 3.5 when typing a Modified Letter.








