

Produce a letterhead for a franchise coffee lounge called “CC’s Espresso” Use MSWordArt® and MS ClipArt® and save it as a Template called “Letterhead.dot” in a folder called “YourName” and forward it to your tutor.
You will need to create your own design and include:
· Business name 

· Address 

· Phone Number

· Email Address

· WWW Site URL (Web Address) in a “document footer”

*******************************

To add WordArt® from the Menu Bar click: Insert> Picture> WordArt.
To add ClipArt® from the Menu Bar click: Insert> Picture> ClipArt.

To add a Footer select View> Header and Footer> Switch between Header and Footer.
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