Class/Section_______________

Name  ___________________________________


Assignments:   Module 4 Business Letter Formats

	Lesson
	Assignment
	Special Instructions
	Due
	Completed
	Evaluation/

Points Earned

	29
	Sample
	
	9/12/03
	X
	5

	Applications
	29d-d1
	
	
	
	

	
	29d-d2
	
	
	
	

	
	29d-d3
	
	
	
	

	
	
	
	
	
	

	30

Drills
	Drill 1
	
	
	
	

	
	Drill 2
	
	
	
	

	
	Drill 3
	
	
	
	

	Applications
	30d-d1
	
	
	
	

	
	30e-d2
	
	
	
	

	
	30e-d3
	
	
	
	

	
	
	
	
	
	

	31

Drills
	Drill 1
	
	
	
	

	
	Drill 2
	
	
	
	

	Applications
	31d-d1
	
	
	
	

	
	31d-d2
	
	
	
	

	
	31d-d3
	
	
	
	

	
	
	
	
	
	

	32 Applications
	32d-d1
	
	
	
	

	
	32d-d2
	
	
	
	

	
	32d-d3
	
	
	
	

	
	32d-d4
	
	
	
	

	
	
	
	
	
	

	33 Applications
	33c-d1
	
	
	
	

	
	33c-d2
	
	
	
	

	
	33c-d3
	
	
	
	

	
	33c-d4
	
	
	
	

	
	33c-d5
	
	
	
	

	
	
	
	
	
	

	34 Applications
	34c-d1
	
	
	
	

	
	34c-d2
	
	
	
	

	
	34c-d3
	
	
	
	

	
	34c-d4
	
	
	
	

	Checkpoint
	Objective
	
	
	
	

	
	Doc. 1
	
	
	
	

	
	Doc. 2
	
	
	
	

	
	
	
	
	
	

	Com. Skills 1
	Drill 1
	
	
	
	

	
	Drill 2
	
	
	
	

	
	Drill 3
	
	
	
	

	
	Drill 4
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