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CELEBRITY LETTER ASSIGNMENT
Create an original letterhead using a table and a graphic. Make it look professional. It will bear your name as student and the Everett Area High School address.  Size down the first column to fit the graphic. Remove the lines after you are finished creating it (you may leave the bottom border if you desire).
Example: (before)
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	Everett Area High School 
Your Name, Student

c/o Mrs. Clark, Business Teacher

1 Renaissance Circle

Everett, PA 15537


(After lines are removed and bottom border is changed)
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	Everett Area High School 
Your Name, Student

c/o Mrs. Clark, Business Teacher

1 Renaissance Circle

Everett, PA 15537


Letter
Write a letter to a celebrity using the Internet to find the addresses. Start with the dateline a triple space below your letterhead, four returns, the return address of the celebrity, two returns, the salutation (don’t forget to use a colon!), and at least three paragraphs. Explain that you are writing for a school project and if you receive a response you may get bonus points.  Ask the person how they feel about computers and whether or not they use computers in their business/industry.  Be sure to use an appropriate closing.  After you print, sign your name in the space provided.
Envelope
Prepare an envelope. Be sure to refer to the USPS mail guidelines--http://www.usps.com/businessmail101/addressing/deliveryAddress.htm for proper addressing of the envelope (what size font, etc. READ THIS!). Use the same computer graphic you used on your letterhead with your return address and enter the barcode below the mailing address.  Use the information at the top of this page for your return address.  
Note
Proofread all carefully and turn in with the letter folded appropriately and placed in the envelope. Do not seal the envelope. When these are handed back, you may revise/reprint the letter and mail them in and if a response is received before the end of school, you will get bonus points. If you receive a response about computers in their job, you will receive double bonus!
Holiday Brochure Project

You have decided to create your own holiday. Information about your holiday will be published in a brochure. Your brochure will include the following information:

· a name for the holiday

· a holiday symbol (such as Christmas’s Santa Claus or Halloween’s pmpkins)

· featured holiday colors

· food for a holiday-related tradition

· a history for the holiday

· the significance of the holiday

List some of your ideas and information on the back of this paper.-

Change the page layout to landscape.

Change the top and bottom margins to .5 in.

Change the left and right margins to .3 in.

Set the number of columns to 3, Width – 3.06, Spacing -- .6.

Pull down tools to Options, Click to add an “x” to Text Boundaries.

Page Setup

· 2 separate pages (page 1 and page 2)

· [image: image3.wmf][image: image4.wmf][image: image5.wmf]3 guide boxes on each page 
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 [image: image14.wmf]MAGAZINE COVER

Create a magazine cover that is about you. Choose one word that describes you for the title of the publication. Then, be sure you follow all of the requirements listed below.  Be creative and make the finished product look as professional as possible.

Some example magazine covers can be found at the following URLs:

1 http://www.netmagazines.com/



2 http://discount-magazine-subscriptions-online.com/

	(
	Requirement

	
	Layout: .5" margins with a thin border on margin guides

	
	Appropriate magazine title depicting your life in one word

	
	At least four article teasers all about your life (tell me something I don't know about you, your likes, your hopes and dreams, etc.)

	
	Picture of self is used on background, appropriately cropped, high quality, and matching overall theme

	
	Another small picture is located in a box (i.e., pet, boyfriend, family member, etc.)

	
	Reverse text is used on a shape or stripe 

	
	Issue date and price are conveniently located on publication

	
	Barcode is used in convenient location

	
	Grammar/spelling

	
	Overall professional appearance (laminated, trimmed)

	
	

	
	Notes:




Name of Magazine:_________________________________________________

Name:____________________________________  

Menu Project

Create a dining menu for a theme restaurant.  You must use the items listed and only the items listed.  Your mission, should you choose to accept it (and you do if you don't want a zero!), is to come up with descriptions of each food item and creative names for the food items.  For example, if I used a golf theme, I might have the Driver Burger with Tees as the creative name and "Half pound hamburger loaded with tomato, pickles, onions, and our special green sauce. Served with tasty curly fries." as the description.  You can "enhance" an item (specify toppings, special sauce, etc.).  Your menu will be graded based on originality, creativity, and accuracy.  The menu may use black and two other colors.  No additional colors may be used. All menu items should be in a table.  No entire page shading may be used.  Be sure to use borders for enhancement as gradients and fills for backgrounds will not be permitted. They may be printed on colored paper.
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Appetizers

Cheese Sticks  $2.75

Toasted Ravioli  $3.00

Potato Skins  $3.00

Hot Wings $3.50

Soups/Salads

Regular Tossed Salad  $2.75

Caesar Salad  $3.25

Grilled Chicken Salad  $3.75

Shrimp Salad  $4.50

Baked Potato Soup  $1.75

Chicken Noodle Soup  $1.75

Chili  $2.00

Sandwiches
Pork Barbecue Sandwich and Chips $4.00

Beef Barbecue Sandwich and Chips $4.15

Hamburger and French Fries $4.50

Chicken and French Fries $5.50

Hoagie Sandwich $3.75

Entrees

 (come with potato-french, baked, mashed, or rice and choice of cole slaw or mixed vegetables; bread)

8 oz. Sirloin Steak $7.50

10 oz. Ribeye Steak  $8.00

12 oz. T-bone Steak $9.50

16 oz. New York Strip Steak $10.50

8 oz. Grilled Chicken Breast  $8.00

Fried Chicken Strips $7.50

Country Fried Steak  $7.50

Fried Shrimp Dinner $7.50

Desserts

Cheesecake (plain)  $2.00

Cheesecake (w/topping)  $2.50

Apple Pie $2.75

Fudge Brownie $2.75

Ice Cream Sundae $2.50

Beverages

Coke, Diet Coke, Sprite, Mr. Pibb, Minute Maid Orange   $1.25 (unlimited refills)

Tea and Lemonade $1.25 (unlimited refills)

Coffee $1.00 (unlimited refills)

Letter of Application

1. Choose five businesses you would like to apply to for a summer job.

2. [image: image16.wmf]Use the Internet to find their mailing addresses.

3. Using Word, write a letter to apply for a position.

4. Suggestions for what to include in your letter:

a. Qualifications 

b. [image: image17.wmf]How you heard about the job

c. Information about yourself

d. Why you want to work for this company

e. Thank you and contact information

5. Save the letter as Letter of Application
6. [image: image18.wmf]Using the mail merge feature to merge your letter to the five addresses you obtained from the Internet. Save them as Businesses
7. Merge the letters with the businesses and addresses and save as Merged Application.

Sandra Rodriguez

27598 Lawrence Street

Pleasantville, PA 18789

October 1, 2005

Ms. Jean Sanders

Personnel Director

Sanders Gift shops, Inc. 

219 Cuyahoga Avenue

Pleasantville, PA 18789

Dear Ms. Sanders:

Mr. Andrew Brinson, Director of Marketing for Sanders Gift Shops, informed me of a summer cashier position in your Pleasantville shop. I believe I have the necessary qualifications and would like to be considered for this position.

I am a student at Pleasantville High School, where I sometimes work at the student store. This job requires that I deal with the public, operate a cash box, and maintain an inventory, In addition, I have excelled in my keyboarding and computer technology classes. In the future, I would like to work in the retail field. I am enclosing a resume with further details about my qualifications. 

I would appreciate the opportunity to speak with you regarding this position. Please contact me at (814) 839-5555 to arrange for an interview.

Sincerely,

Sandra Rodriguez

Enclosure

 You Want to Buy a New Car?

Ahh, the thought of buying a new car…every student’s dream. But a pricey dream at that. This activity will show you the total costs involved in purchasing an automobile and give you a practical real-life application of using spreadsheet software.

1. On a sheet of paper, write three different cars you may one day be interested in buying. 

2. Using local newspaper advertisements, search for you three “dream” cars and record the price of each.

3. [image: image19.wmf]The next step is to determine the final total cost of each automobile after final sale. To do this, you will need to set up a spreadsheet similar to the one found below.

4. You will need to use a formula to calculate the sales tax based on our state’s sales tax rate. You should enter a flat fee of $150.00 for a title and license fee. Once the data is entered, you should use a sum formula to calculate the total amount to be paid for each of the three automobiles.

5. Now use the PMT function to calculate the monthly car payment for each car.

6. Add a picture of each of the cars you have chosen 

(keep the document one page in length).

7. [image: image20.wmf]Print a copy of your spreadsheet. Print a second copy showing all formulas used.

Roller Coaster Project

Your family has decided to visit an amusement park this summer. To decide which park to visit, you are to research each on the Internet. Determine the top 5 roller coasters of each park, their name, height, speed, year built, and any other information about the coasters. Create a spreadsheet with columns of data about each park and the coasters in each.

Coaster Name

Hershey Park, PA

Kennywood Park, PA

Kings Dominion In VA

Busch Gardens in VA

Cedar Point in OH

Six Flags in NJ

Height

Speed

Year

Other

Admission

Cost

Driving time to Park from Home

Cost of Gas to Park from Home

Roller Coaster Project

1. Create a 3D-column chart as a separate chart sheet that shows the height and speed of each coaster. The chart should include the following:

· An appropriate title (16 pt font size) (Bold)

· Labels for the category axis and the value axis (12 pt font size) 

· A legend (located at the left of the chart) (l0 pt font size)

· Data labels (show as a value)
2. Create a Line chart with markers displayed at each data value as a separate chart sheet that shows the year each coaster was built. The chart should include the following:

· An appropriate title (16 pt font size) (Bold)

· Labels for the category axis and the value axis (12 pt font size) 

· A legend (located at the bottom of the chart) (12 pt font size)

· Data labels (show as a value)
3. Create a Pyramid chart (column with a pyramid shape) as an embedded chart that shows the admission cost of each amusement park. The chart should include the following:

· An appropriate title (14 pt font size) (Bold)

· Labels for the category axis and the value axis (12 pt font size) 

· A legend (located at the corner of the chart) (12 pt font size) 

· Data labels (show as a value)

4. Create an Exploded Pie chart as a separate chart sheet that shows the cost of gas from home to the park. The chart should include the following:

· An appropriate title (16 pt font size) (Bold)

· A legend (located at the right of the chart) (12 pt font size) 

· Data labels (show as a value)

· Print all charts in landscape orientation.

· Print a copy of the original spreadsheet.

· Print a copy of the original spreadsheet displaying the formulas for the "cost of gas from home" column.

· Include a header for each print out that includes your name, date, and chart number.

Tips for Designing Presentations

· Every presentation should have a title slide. Make sure the title relates to the presentation content.

· Maintain a consistent color scheme throughout the presentation.

· Keep the background simple, making sure the text can be seen clearly.

· Avoid long lines of text. Avoid too many lines of text. No line should consist of more than seven words; no slide should consist of more than seven lines. (7 X 7 Rule)

· For bulleted text, avoid using a single bullet or more than five bullets per slide. Don’t use more than two levels of bullets.

· Use consistent wording in bulleted text.

· Use clip art that relates to the content and doesn’t distract from the message. Avoid the temptation to “jazz up” a slide show with too much clip art.

· Keep charts simple. The most effective charts are pie charts with three or four slices and column charts with three or four columns.

· Provide some form of handout so your audience can keep track of the presentation.

· Your final slide should provide a recommendation or summary.

Creating a Game

Directions:

Create a game using presentation software. You will use the “Who Wants to be a Millionaire?” format for your game. Your questions must be related to a class you have taken this year. Use Hyperlinks for questions and answers. Make it fun!

Use formatting to make your game attractive (Make sure it is readable.) (Lines, borders, color, etc.) 

Game:

· Title slide (must have your name as the host)

· Minimum 20 questions. You may have more.

· 4 possible answers for each question.

· Questions must be medium to difficult. No easy questions.

· End slide that “wraps up” the game.

[image: image21.wmf]Print a copy of your game (six slides per page). 

	Prize Table

	Question
	Correct Answer Dollar Value
	Incorrect Answer Dollar Value

	1
	$100
	0

	2
	$200
	0

	3
	$300
	0

	4
	$500
	0

	5
	$1,000
	0

	6
	$2,000
	$1,000

	7
	$4,000
	$1,000

	8
	$8,000
	$1,000

	9
	$16,000
	$1,000

	10
	$32,000
	$1,000

	11
	$64,000
	$32,000

	12
	$125,000
	$32,000

	13
	$250,000
	$32,000

	14
	$500,000
	$32,000

	15
	$1,000,000
	$32,000




Cash prizes of Two Hundred and Fifty Thousand Dollars ($250,000) or less will be awarded to
Music Video

Instructions:

1. Choose a song.

2. Copy the lyrics.

3. Open a blank PowerPoint presentation.

4. Create a slide for each line of song lyrics. Each slide should include the lyric and an appropriate graphic. (Background or picture)

5. Add various transitions between slides. 

6. Set the auto-timer on each slide so that they advance in synch to the music.

7. [image: image22.wmf]Play the song as the slide show is displayed.

Music Video Rubric

	
	Perfect

5 - 4
	Good

3 - 2
	Poor

1 - 0

	Timings are in synch with the music


	
	
	

	Backgrounds/slide designs are appropriate for song lyrics


	
	
	

	Slide transitions are appropriately used


	
	
	

	Video shows student creativity


	
	
	

	Slides are free of spelling errors


	
	
	

	Overall look of Music Video


	
	
	


Total: _______/30 possible points

	30-28
	A

	27-26
	B

	25-23
	C

	22-21
	D

	20-00
	F


To time the music to a CD:

Insert > Movies and Sounds > Play CD track

Tell it to loop and put it on the right track, ending with that track.

Ex: If your song is on track 3, begin on 3 and end on 3.

Next: Being sure that you are on slide one, go to Slide show > Custom Animation > Multimedia Settings, click on the media file to highlight it, click continue slide show, and stop playing after the number of slides that you have. 

Next: Go to Slide show > Rehearse Timings. You will get a little box in the upper left corner with a blue arrow and your music should play. Click the blue arrow when you want the slide to advance to the next one, when finished, save it. Play the slide show for yourself to see if your timings are right, if not try again. You will probably have to do this several times to get it right. 

It’s all about ME!

The purpose of using presentation software is to create a visual aide that can be used during an oral presentation. In order to become comfortable using presentation software, it is important that you get the opportunity to practice, practice, and practice. This activity is designed to help you improve your use of presentation software in a “real-life” experience 

Create a slide presentation that includes 10 – 15 slides about you. You will include the following information:

· Full name 

· Birth date 

· Physical makeup (hair color, eye color, height, etc.) 

· Activities/hobbies 

· Favorites (food, TV show, animal, color) 

· Favorite teacher and why? 

· Favorite type of music 

· Childhood memento 

· Best friend(s) 

· Family (family tree) 

· Holiday traditions 

· Pet peeve 

· Biggest fear 

· Most embarrassing moment 

· Professional goals (college, post-high school career) 

· Personal goals (not career related)

· Any additional information as you see necessary

In the first several class periods of the project enter the information for the slides. Then include slide transitions, sound, digital images, scanned pictures, etc.

You will narrate your personal presentation and provide your audience with handouts, 6 slides per page. If you find it necessary, you may also create note pages for your use during the oral presentation. (Please do not read word for word from your notes) Please make sure to follow all the tips for creating presentations, and public speaking that have been provided to you by your teacher.
	It’s all about ME!

	Name: ________________________
Teacher: 


	Date of Presentation: ____________
Title of Work: ___________________


	 
Criteria
Points
1
2
3
4
 
Organization
Audience cannot understand presentation because there is no sequence of information.
Audience has difficulty following presentation because student jumps around.
Student presents information in logical sequence which audience can follow.
Student presents information in logical, interesting sequence which audience can follow.
____
Content Knowledge
Student does not have grasp of information; student cannot answer questions about subject.
Student is uncomfortable with information and is able to answer only rudimentary questions.
Student is at ease with content, but fails to elaborate.
Student demonstrates full knowledge (more than required)with explanations and elaboration.
____
Visuals
Student used no visuals.
Student occasionally used visuals that rarely support text and presentation.
Visuals related to text and presentation.
Student used visuals to reinforce screen text and presentation.
____
Mechanics
Student's presentation had four or more spelling errors and/or grammatical errors.
Presentation had three misspellings and/or grammatical errors.
Presentation has no more than two misspellings and/or grammatical errors.
Presentation has no misspellings or grammatical errors.
____
Delivery
Student mumbles, incorrectly pronounces terms, and speaks too quietly for students in the back of class to hear.
Student incorrectly pronounces terms. Audience members have difficulty hearing presentation.
Student's voice is clear. Student pronounces most words correctly. 
Student used a clear voice and correct, precise pronunciation of terms.
____
 
 
 
 
Total---->



20-19 A
18-17 B
16 C

15-14 D
13-0 F
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Estimated Costs of New Car





			Acura		Jeep		Explorer


Sticker Price		$00,000.00	$00,000.00	$00,000.00


Tax Rate		$0.06		$0.06		$0.06


Total Taxes		$0,000.00	$0,000.00	$0,000.00


Title & License	$150.00	$150.00	$150.00


Total Amount		$00,000.00	$00,000.00	$00,000.00





Monthly Payment	$000.00	$000.00	$000.00


(60 months)


***use interest rate of 5.25%***
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