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Answer ALL questions.

Question 1
Time: 30 minutes

(a) Create a suitable letterhead for the following company and insert an appropriate logo.
Island Property Inc, Prospect, St Peter, Barbados, Telephone (246) 402 4566,
Fax (246) 402 3978, E-mail: IPN@propsurf.com.

(b) On the letterhead created, type the following letter in blocked style to:
Miss Charmaine McClean, 2 Belvedare Crescent, Castries, St Lucia.

(c) Mark the letter CONFIDENTIAL. The reference is RO31/MS/(your initials).

(d) Save as “letter” and print.
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Total 27 marks




