Ms. Fuentes


Typing Assignment


Week 7
*Special Note:  Before you begin this exercise, please review the example of the assignment on Pg. 4.
INSTRUCTIONS:   
· STEP ONE:  press the CAPS LOCKS button and type the following heading.  

· STEP TWO:  take your mouse and use the LEFT BUTTON of the mouse to trace over the words either at the beginning or end of the heading by holding the button until you are tracing across the heading.  Make sure that you stop after all letters are highlighted.  Next, click on the TOOLBAR the U for UNDERLINE while the heading is still highlighted.

· STEP THREE:  while the heading is still highlighted, click on the CENTER alignment button on the TOOLBAR to center the heading.  If your heading is not highlighted, please retrace your words for the last step.
ALL ACCOUNTS ARE DUE AND PAYABLE UPON RECEIPT OF STATEMENT
INSTRUCTIONS:  

· STEP ONE:  press the TAB KEY once to indent and proceed by typing the rest of the paragraph.  

· STEP TWO:  repeat the same instructions until finished with all four paragraphs.

For the first three notices to a large business organization, a copy of the delinquent bill or a short reminder is as effective as a letter of persuasion.  For the fourth notice, a letter explaining the delinquency, with a copy of the overdue invoice enclosed, will be helpful.


Do not, however, construe this functional approach to business-to-business collection letters to mean that politeness, fairness, and consideration for the reader can be ignored.  The primary difference is that a business collection letter much contain more technical identification of the delinquent items than is usually necessary in personal collection letter.


The last example above would never do as a personal collection letter, in which the reader’s good will is of paramount importance.  The personal collection letter should excuse the debtor while requesting payment.  The delinquent person may have merely overlooked the due date, may be in temporary financial difficulties, or may even be a “professional procrastinator” (one who operates his or her business on money that should have been used to pay the bills).  Whatever the reason, let the debtor save face and assume that the delay has not been spiteful.


Continue thinking well of the customer and omit any harsh and abusive language.  In addition, omit words and phrases of this nature:
INSTRUCTIONS:   The next list of words are done by using the top horizontal ruler at 1 inch. and 3 inches.  

· STEP ONE:  click the mouse once on the horizontal ruler at the top on 1 inch before typing the first row of words.  

· STEP TWO:  proceed to type the words.  

· STEP THREE:  click your mouse on 3 inches at the top of the horizontal ruler and type the second set of words across from the first set of words.

· STEP FOUR:  press ENTER to go to the next line and proceed with the next set of words.  To complete the list, repeat the beginning instructions.  

cannot understand
delinquent

remit promptly

ignore

failure on your part

require

we insist


compelled

our demand


wrong

unsatisfactory


cancel (AFTER THIS WORD, PRESS ENTER TWICE)
Positive words sounds better and bring you more favorable results: (AFTER THIS SENTENCE, PRESS ENTER TWICE)


respond


your payment



fairness


your check



you 



mail today



your credit


please
INSTRUCTIONS:  The following BLOCK letter is on you.  Without further instructions, please type the letter the best way that you can.  Remember, you will not be graded for typing this assignment.  GOOD LUCK!
Gentlemen:

In reviewing our records again, I find that your account is more than forty-five (45) days past due in the amount of $162.94 for statement date 7/7/05.

OUR TERMS!  ALL ACCOUNT ARE DUE AND PAYABLE UPON RECEIPT OF OUR STATEMENT
Please forward payment immediately.

Thank you,

(signed)

Credit Manager

INSTRUCTIONS:  To conclude the exercise, please print the assignment by choosing the PRINT ICON on the TOOLBAR.
CONGRATULATIONS, YOU HAVE FINISHED YOUR ASSIGNMENT!
ALL ACCOUNTS ARE DUE AND PAYABLE UPON RECEIPT OF STATEMENT
For the first three notices to a large business organization, a copy of the delinquent bill or a short reminder is as effective as a letter of persuasion.  For the fourth notice, a letter explaining the delinquency, with a copy of the overdue invoice enclosed, will be helpful.


Do not, however, construe this functional approach to business-to-business collection letters to mean that politeness, fairness, and consideration for the reader can be ignored.  The primary difference is that a business collection letter must contain more technical identification of the delinquent items than is usually necessary in personal collection letter.


The last example above would never do as a personal collection letter, in which the reader’s good will is of paramount importance.  The personal collection letter should excuse the debtor while requesting payment.  The delinquent person may have merely overlooked the due date, may be in temporary financial difficulties, or may even be a “professional procrastinator” (one who operates his or her business on money that should have been used to pay the bills).  Whatever the reason, let the debtor save face and assume that the delay has not been spiteful.


Continue thinking well of the customer and omit any harsh and abusive language.  In addition, omit words and phrases of this nature:
cannot understand
delinquent

remit promptly

ignore

failure on your part

require

we insist


compelled

our demand


wrong

unsatisfactory


cancel

Positive words sounds better and bring you more favorable results:



respond


your payment



fairness


your check



you 



mail today



your credit


please
Gentlemen:

In reviewing our records again, I find that your account is more than forty-five (45) days past due in the amount of $162.94 for statement date 7/7/05.

OUR TERMS!  ALL ACCOUNT ARE DUE AND PAYABLE UPON RECEIPT OF OUR STATEMENT
Please forward payment immediately.

Thank you,
