
 

MS. WORD PROJECT 
 Module 2: Key Applications 
Term Two 
 Task 1: Writing a Recommendation Letter 
 Task 2: Creating an Invitation 
 Task 3: Creating a Memo 
 Task 4: Creating a Menu 
 Task 5: Creating a Report with Footnote 
 Task 6: Creating a Brochure 

 
 
 
 
 
 
 
 
 
 

Mrs. Dina Sarris 
12/5/2011 
 



2 

 

 

  

 Data File:   

BA_Project_01_DF.docx 

 

 Purpose: 
One of your best workers is moving to a new city and has asked you to write a letter of 
recommendation for her. 
 

 Procedure: 
 1. Open a new Word document and set the line spacing for single space. 
 
 2. Set the top margin at 1 inch and set the side margins at 1.25 inches. 
 
 3. Set the font at 12 pt. Times New Roman. 
 
 4. Set the alignment for justified text. 
 
 5. Copy and paste the letterhead from data file BA_Project_01_DF.docx.  
 
 6. Three lines below the letterhead, key the date. Press Enter four times. 
 
 7. Key the name and address of the person who is receiving the letter as shown in Figure 1.1.   
     Press Enter twice. 
 
 8. Key the salutation. Press Enter twice. 
 
 9. Key the body of the letter as shown in Figure 1.1. Be sure to double space between paragraphs. 
 
10. After the last line of the letter, press Enter twice. 
 
11. Key the closing. 
 
12. Press Enter four times and key your name and title. 
 
13. Spell Check the letter. 
 
14. Print one copy of the letter and sign it. 
 
15. Save the fi le as Project_01-[first and last name].docx. Close the document. 
 

Task    Writing a Letter of Recommendation  
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Figure 1.1 
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Rubric for Task 1  
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 Data File:   

BA_Project_02_DF.docx 

 

 Purpose: 
Your supervisor has asked you to prepare invitations for the retirement party. You have 
determined that the best way to distribute the invitation is to place a flyer in every employee’s 
mailbox. 
 

 Procedure: 
1. Open a new Word document. 
2. Set both the horizontal and vertical alignment to center. Choose Page Layout>Page 
     Setup>Dialog Box Launcher and select the Layout tab to set the vertical alignment. 
3. Choose Page Layout>Page Background>Page Borders. On the Art menu, scroll down to select  
     the Balloons border. 
4. Copy and paste the text from data file BA_Project_02_DF.docx. Keep the same hard returns and  
     line spaces. Format the following point sizes and font: 

a. Come Celebrate the Retirement   24 pt. Comic Sans MS  
    of Daniel Nelson 
b. Tuesday June 2, 2009   16 pt. Comic Sans MS 
    6:00–10:00 p.m. 
    Tony’s Restaurant 
    50 Avenue X 
    Brooklyn, NY 11223 
    (718) 555-1234 
    $50.00 per person includes 
    Dinner, Dancing, Entertainment, and Gift  
c. MENU      Bold, 16 pt. Comic Sans MS 

5. Format the remainder of the document (the menu) to 10 pt. Comic Sans MS.  
     6. Bold the titles Beverages, Appetizers, Entrees, and Dessert. 

7. Double space between each menu category. 
8. Spell Check the invitation and correct any spelling errors. 
9. Print one copy. 

   10. Save the file as BA_Project_02-[first and last name].docx. 
   11. Close the document. 

Task    Creating an Invitation 
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Rubric for Task 2  
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 Data File:   

BA_Project_03_DF.docx 

BA_Project_03_Template.dotx 

 Purpose: 
An employee of your hotel has been accused of being rude to a guest. Create a memo to all hotel 
employees reminding them to treat all guests with equal care and concern for their comfort and 
satisfaction during their stay at your hotel. 

 

 Procedure: 
1. Open the file BA_Project_03_Template.dotx. This file contains a template for a business memo. 

       2. Key: Excelsior Hotel in the company name section. 
     3. Set right and left margins to 1.25 inches. 
     4. Set top margin to 2.0 inches. 
     5. Complete the heading of the document as shown here, with items on the left in boldface. 

     To:    All Staff Members 
     From:   Your Name, General Manager 
     CC:   Keith Karyn, President 
     Date:   [Today’s date] 
     Subject:   Hospitality 
 6. Use the justification alignment for the body of the memo. 
 7. Skip one space below the black line and add the memo text by copying and pasting text from   
     data file BA_Project_03_DF.docx. Make the memo text single-spaced and change all text under  
     the Memo heading to 12 pt. Calibri. 
 8. Italicize the words serious, attentively, and respectfully. 
 9. Format the text after “Please keep the following in mind” as a bulleted list, with the bullets  
      aligned under “Please.” The bulleted text should have a hanging indent of 0.3 inches. 
10. Spell Check the memo and correct errors. 
11. Print one copy. 
12. Sign the memo. 
13. Save the file as BA_Project_03-[first and last name].docx. Be sure to save the memo as a Word  
       document, and not as a template. 
14. Close the document. 

 

Task    Creating a Memo 
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Rubric for Task 3  
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 Data File:   

BA_Project_04_DF.docx 

 Purpose: 
     Create a special lunch menu from which your customers will choose a beverage, appetizer, entrée,  

     and dessert, all for a set price. The menus will be laminated after printing, so check carefully for  

     errors. 

 

 Procedure 
 1. Open the data file BA_Project_04_DF.docx. 
 2. Save the file as BA_Project_04-[first and last name].docx. 
 3. Set the vertical alignment to center. 
 4. Set the horizontal alignment to center. 
 5. Place the insertion point at the end of the first line. Press Enter twice. 
 6. Add a single blank line following each of these lines: 

a. lunch menu 
b. (free refills) 
c. potato skins 
d. shrimp scampi 
e. chocolate mousse cake 

7. Make the following formatting changes as indicated. 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Task    Creating a Menu 
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8. Spell Check the menu. 

 9. Print one copy. 

10. Close the document. 

 
 

 
 

 

 

Rubric for Task 4  
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 Data File:   

BA_Project_05_DF.docx 

 Purpose: 
     You have been asked to create a report about the importance of peer groups during adolescence. 
     The   report will have a header, footer, page numbers, footnotes, and a quotation. 
 
 Procedure: 

1. Open the data file BA_Project_05_DF.docx. 
2. Save the file as BA_Project_05-[first and last name].docx. 
3. Set right and left margins to 1.0 inch and the top margin to 1.0 inch. 
4. Set the document to double space. 
5. Position the insertion point at the top of the document. Press Enter three times. 
6. Key the title Adolescent Peer Groups in caps. 
7. On the next line, key By [your first and last name]. 
8. On the next line, key today’s date. 
9. Center and bold the title, name, and date lines. 
10. Use justified alignment for the body of the report. 
11. Change the font to 11 pt. Calibri. 
12. In the second paragraph, select the quotation. 

a. Single space the quotation. 
b. Increase the side margins of the quotation to 1.5 inches.  
c. Increase the first line indent of the quotation by 0.5 inch. 
d. Delete the quotation marks. 
e. Leave one blank line above and below the quotation. 

13. Choose Insert>Header & Footer>Page Number. Add a page number to the header. Right align  
       the page number. The page number should not appear on the first page of the report. 
       (Page Layout>Page Setup>Dialog Box Launcher, on Layout tab, select Different first page under  
        Headers and footers.) 
14. Use the text at the end of the data file to insert footnotes where shown in the body of the 
       report.  
       Note: Numbers should be Arabic numerals. 
15. Make certain that the bibliography is on a separate page at the end of the report. 
16. Spell Check the report. 
17. Print one copy. 
18. Close the document. 
 
 

Task    Creating a Report with Footnotes 



12 

 

 

 

 

Rubric for Task 5 



13 

 

 

 Data File:   

BA_Project_06_DF.docx 

 Purpose: 
     The brochure will be given to parents who visit the school to learn more about the College Bound   
      Academy the school offers. The brochure needs to be colorful, easy to read, and informative. 
 
 Procedure: 

1. Create a new Word document and set the orientation to landscape. 
 2. Set top and bottom margins to 1.0 inch. 
 3. Set right and left margins to 0.75 inch. 
 4. Create three text columns (Page Layout>Page Setup> Columns>Three). 
 5. Set the alignment to justify for the entire document. 
 6. Position the insertion point at the beginning of the document. 
 7. Choose Insert>Text>WordArt. 
 8. Key: Central High School and click OK. (You will have to resize and reposition the WordArt so  
     that it will appear at the top of the left column). 
 9. Create WordArt that says College Bound Academy. Position it directly under Central High 
      School. Resize as necessary. 
10. Insert Clip Art of a microscope (Insert>Illustrations>Clip Art). In the Search for section,  
       key: microscope and select a microscope picture that you think will complement the brochure.  
       Position the Clip Art directly below College Bound Academy. Resize as necessary. 
11. Delete unnecessary lines after WordArt and Clip Art. 
12. Place the insertion point on the first line after the microscope Clip Art. Press Enter once. 
13. Copy the text from data file BA_Project_06_DF.docx and paste it at the insertion point. 
14. Change the text to 11 pt. Calibri. 
15. Make headings and subheadings bold and left aligned. 
16. In the second column, the sentence beginning with “We promote . . .” and the following five 
       sentences should be bulleted, with a hanging indent of 0.25 inch. 
17. The brochure should fit on one page. A heading or subheading should not be the last line in a  
       column.  
18. Spell Check the brochure and correct errors. 
19. Print one copy. 
20. Save and close the document. 
 
 

Task    Creating a Brochure 
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Rubric for Task 6 


