Wingra Family Practice Clinic   You are a nurse at Wingra Family Practice Clinic.  You have organized a lunchtime lecture series for the clinic staff in which regional medical professionals will discuss topics related to pediatric health care.  You have hired your first speaker and need to write a letter confirming your agreement and asking a few questions.  Create the letter by completing the following steps.  As you type the document, accept the default paragraph and line spacing until you are asked to change them.  Because the clinic is currently out of letterhead, you will start the letter by typing a return address.  (Note:  Text you need to type is shown in bold for ease of reference only; do not bold the text unless otherwise instructed.)
1. Open a new blank document.  At this time, do not change the font settings.

2. Type your name, press the ENTER key, and then type the following return address:
Wingra Family Practice Clinic
2278 Norwood Place
Middleton, WI  52247
3. Press the ENTER key twice, and then type May 8, 2010 as the date.

4. Press the ENTER key twice, and then type this inside address:
Dr. Susanna Trevay
James Madison Medical Center
56 Ingersoll Drive
Madison, WI  53788
5. Press the ENTER key twice, type the salutation Dear Dr. Trevay:  (don’t forget the colon), and press the ENTER key once.

6. Type the following paragraph:  Thank you so much for agreeing to lecture about early childhood vaccinations on Friday, May 21.  Before I can publicize your talk, I need some information.  Please call by Tuesday with your answers to these questions:
7. Press the ENTER key, and then type the following questions as separate paragraphs using the default paragraph spacing:
Which vaccines will you cover in detail?
Will you discuss common immune responses to vaccine antigens?
Will you provide hand-outs with suggested vaccination schedules?
8. Save the document as Lecture Series Letter in your Word “My Documents” folder.
9. Move the insertion point to the beginning of the third question (which begins “Will you provide…”). Insert a new paragraph, and add the following as the new third question in the list: Would you be willing to take questions from the audience?
10. Correct any spelling errors indicating by red wavy lines.  Because “Wingra” is spelled correctly, use the shortcut menu to remove the wavy red line under the word “Wingra” and prevent Word from marking the word as a misspelling.  Repeat this to ignore “Trevay,” “Ingersoll,” and any other words that are spelled correctly but are marked as misspellings.
11. Insert a new paragraph after the last question, and then type the complimentary closing sincerely, (including the comma).

12. Press the Enter key twice to leave room for your signature, and then type your full name.  Press the Enter key and type Wingra Family Practice Clinic.  Notice that “Wingra” is not marked as a spelling error this time.
13. Select the return address and remove the extra paragraph spacing.  Do the same for the inside address.  Do not attempt to change them both at the same time by selecting the return address, the date, and the inside address all at once, or you will end up with too little space before and after the date.

14. Select the entire document and change the line spacing to single spacing.

15. Save the document, preview and print it, and then close it.
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