Customizable Assessment
Creating and Editing Business Letters


Assessment: Edit a Business Letter

In this exercise, you will make changes to various portions of the business letter you created in the previous exercise. You will save the letter under a new filename then close it.
1. Open the Letter to Karen Sample document, which you created in the previous assessment exercise.

2. Change the address block as shown below:
Mr. Jack Benton

2300 West Addison Street

Richmond, CA 94803
3. Change the salutation to Dear Mr. Benton.

4. Change the name State Board of Equalization to Internal Revenue Service.

5. Insert the following sentence at the end of the second large paragraph:
I look forward to receiving your permit.

6. Choose File(Save As from the menu bar.

7. Change the name in the File name box to Letter to Jack Benton and click Save. 

This will preserve the original document and save the edited letter as a new document.

8. Close the document when you have finished.
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