Lab Assigmnment-1

Exercise 1.

Type the following format. Correct any spelling mistakes that are found in the text.

The Perfect Party

700 Washington Street

Dallas, TX 75202

October 20, 2005

Sara’s Gourmet

3200 Penny Lane

Dallas, TX 75202

Dear Sara:

We enjoyed meeting with you last week and liked the appetizers you brought to the interview. You presented some interesting ideas for party food alternatives, and are very skillful in the art of food presentation.

We would like to meet with you once again before the end of the month to to consider some posible business arangments that would be mutual satisfying. As we stated in the interview, we are interested in working with someone on a contract basis initially, with a view to a longer term relationshlip that could incude becoming a partner in The Perfect Party. We would like to discuss how your plans to grow your bussiness might intersect with our need to add a catering conpoment to our party planning bussiness.

Please call my office at (214)-555-0188 to set up a time when you could meet with us. My partner, Angie Nguyen, is looking forward to meeting you.

Yours truly,

Gabriela Quinones

Owner

Exercise 2

Please Type the following and adjust the spelling mistakes

Thank you for selecting The Perfect Party to hanndle your upcoming event. I look forward to managging the dettails for you so you can enjoy spending time with your guests.

You can select one of our party themes, or we can design a custommized party that will match the the tone and plurpose of your event. I am enclosing a brouchure outlining some of our more poppular thems, along with a lists of accessorys that can be used. Take a moment to look over this matterial and call me if you have any questions.
I look forward to meeting with you next week to finnalize the plans for your party.

