MCD 1063 Word Processing -  Task 1
1) You are the manager of a company. Create a suitable logo and letter head for your company

2) Date the letter.

3) Address the letter to:  
Mr Leonard T Cooper
Bazinga Indurstries
5 Enterprise Street
15030 Penang


4) The letter should start Dear Ms. Penny

5) In the first paragraph of the letter tell Mr. Kork that your company account is 54582 and that you are dissatisfied with the products and services that Bazinga Industries  is providing. Type a list itemizing your complaints as shown below:

My specific complaints are as follows:
1) Poor manners, rude and questionable hygiene of sales personnel.
2) Products provided were not the items ordered.
3) Previous products purchased stop functioning scant days after warranty period is over
· Poor Warranty Service, 1 month warranty is insufficient
· There has been no apology or compensation from the company even though many complaints have been lodged.

4) Hard to get through to the phone helpline and no particular person to contact when there is a problem.

Add a closing paragraph explaining to Ms. Penny that you are so disappointed by the bank’s performance that you intend to close your account and take your business elsewhere.

6) Close the letter:
Yours sincerely

Your name
Manager

7) Insert an appropriate piece of clip art into your document and turn it into a watermark. Position the watermark behind the bulleted list text that you have typed out in point 5. 
8) Save the file as Word1a-Letter.


PART B: 
9) The manager of Bazinga Industries is furious over the letter of complaint and decides to send a memorandum to the manager of the customer service department, Mr. Sheldon Walowitz, asking for a meeting as soon as possible to discuss the issues raised in the letter.

Use the File ( New option, and used a memorandum template to create the memorandum.

10) Save the Memorandum as Word1b-Memo. Send Both files to kduassignments2@gmail.com. Title your email with the following format:
Your Name, KDU ID, Word assignment 1
