ENG 3123, Assignment #2:  Business Letter
Due: next afternoon class (Week 12)
Write the letter for Exercise 3.1 on pages 49-50 of the textbook.
Use the full block layout
Create your own Letterhead.
The letterhead is the information a company has at the top of all its stationary that includes its address and contact information.
Your letter head will be a lot simpler:
Your Name    Your Student number   Your class.
Assignment 2:  Business Letter
The name and address of the person you are writing to is on page 50 of your textbook.
Use the outline on the next page, not an outline you created.
Date your letter with the day you write it.
Left-justify (左对齐) the text (even on the left, ragged on the right) 
Your completed assignment will look like this: 
[image: image1.png]Your letterhead goes here.

The date you write your letter.

Name and Address from pg 50
Of your textbook.

Salutation

Paragraph 1

Paragraph 2

Paragraph 3

Complimentary Closing

Signature





Outline for Exercise 3.1 page 49-50 

Summary Statement:  I want to tell you....
Good news.

Your product sales information now online.

Log in to our new website page.

Background:
Suppliers want information about their sales.

Many have called CanCraft.

Time consuming for our suppliers.

          - time spent on hold, 

          - long delays 

          - waiting while CanCraft staff find information.

Drain on our staff resources.

Solution 

           - computer specialist hired; created a new website page.

           - instant online access to all sales information

Details:
Recipient address information (see p. 50 for this information).
How:  

1. Go to www.cancraftltd.com  

2. click on Log in.

3. Enter your personal user name: Larriviere01  
4. Enter your password (case sensitive): Jela38 

5. click on Enter.

Your product sales information all there: 

· which products have sold

· how many have sold

· dollar value of each sale

· total sales.

When:

· Available immediately

· 24 hours a day; 

· 7 days a week 

· Not limited by CanCraft office hours.

Closing Statement:
Getting your information now: 
· easy, instant, safe, secure.

Use this new system.

Give feedback, suggestions (to make the new website even more useful to you)
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