windows-based exercises

CHAPTER 2
Exercise 2-1 Culture Based Activity

Application: Word

Read Production Challenge 2-B of the textbook. Using MS Word key you instructions for the activity you have prepare.  Be sure to indicate any timelines and material needed in your documents

Exercise 2-2: Celebrations
Application: Word (Memorandum)

Read Production Challenge 2-C on page 38 of the textbook.  Mr. Wilson wants to create a more culturally aware work environment.  He wants to hear from staff regarding their celebrations. Using MS Word, key a memorandum to Mr. Wilson outlining your responses to the questions posed in this challenge.
Note: When creating your memo, be sure to include the headings: To, From, Date, Subject. You may refer to the headings from the memo style on Working File 6-B as a guide.

