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December 10, 2001

School Address, or where to send the information

January 20, 2001

Mickey Moose

Disney World 

Orlando, FL

Dear Mr. Moose,
(This is the letter you should write:)

I am a student at the ________________ School in ______, NJ.  My class and I are researching professions for a career day.  I am interested in gathering information about ___(career​​​​​​​)___ as soon as possible, and would appreciate any materials you can send me regarding the following:

· Job description

· Salary range

· Educational requirements

· Opportunities for employment 

· Job market and prospects

· Work environment 

· An example of a typical day’s work

Please send whatever you have to the above address. 

Thank you for your assistance

Sincerely,
Your Name
After typing this letter do the following:

· Choose Edit:Select All
· In the font field choose Arial
· In the size field choose 12 
· Read your letter to yourself to perform a proofreading check

· Perform a spell check

· When you are sure that your letter is perfect, save the letter document back to your own computer folder as “Career Request”

· Then print it out.

Steps for completing the “Request for Information” letter

· Open MicroSoft Word

· Click – File:New:Letters and Faxes

· Choose Letter Wizard

· Click the blue bullet next to Send one letter on the Office Assistant (paper clip)

· In the Letter Format tab under Choose a page design choose Professional Letter and under Choose a letter style: choose Modified block
· Click Next>

· Type in Delivery address

· In the Salutation field choose: Dear Sir or Madam and place a bullet next to the word Formal

· Then click Next> and Next> again

· In the Sender Info tab, type in your own name and your own address

· In the Closing field type “Sincerely,”

· Click Finish, and type the content of your letter. Your content must contain the information on the other side.


