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Simple invoice that calculates totall

Web Design Services INVOICE
We are the best
DATE:
Momington Rd 3 April, 2006
Hindley, Lancs, WN2 4LG
Phane 01842 767704 INVOICE #
00
Bill To: For:
Manager Web Ste
Cool Leisure Centre
DESCRIPTION AMOUNT

Plan of Weh ste B 12000
Create web sie a00.00
Test web ste 150,00
Evaluate web sie 180.00

TOTAL |£ 1,350.00
Make dll checks payable 1o Your Name
Ifyou have any questions cancerning fhis nvoice, contact Name, Phane Number, E-mal

THANK YOU FOR YOUR BUSINESS!
< >
Preview: Page 1 of 1 o
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	Cool Leisure


Memo

To:
John Smith

From:
Senior manager
CC:
If you want a copy to someone else put their name here

Date:
Date here
Re:
Website

Find out how website is coming together

Would you please contact the web designer and find out when the site will be ready, have they put our logo in and what is the colour scheme?
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From

Your Name

Hindley Community High School

Mornington Rd

Hindley

Wigan

WN2 4LG

To

John Smith
Manager Cool Leisure Centre 
Hindley,
Wigan

WN2 4LG
Date goes here

Re: Cool Leisure Web Site
Dear Mr. Smith:
The first paragraph of a typical business letter is used to state the main point of the letter. Begin with a friendly opening; then quickly move into the purpose of your letter. Mention that the website is now finished and that it uses several friendly descriptions and attractive images of the centre. There are navigation buttons to help visitors move around the site. Use a couple of sentences to explain the purpose, but do not go in to detail until the next paragraph.
Beginning with the second paragraph, state the details of your website. These may take the form of background information, the different pages, colour schemes, images, text, buttons, or how it works. A few short paragraphs within the body of the letter should be enough to support your reasoning.

Finally, in the closing paragraph, briefly remind them that the website is now complete and you would like them to complete your evaluation questionnaire. Think about closing with gratitude for the reader’s time.

Yours sincerely, 

 

Your name





Task B


You are to write a business letter to the manager telling them that the website is nearly finished and you would like them to complete an evaluation questionnaire. The font is Times New Roman size 12 black.


Spell check and make sure there are no red or green errors in your document.


Highlight the text and use Justify when finished.


�





Task A


Create the following memo using similar font styles and layouts.


Create a second memo from John Smith to the Manager asking for a meeting on Friday 26th








You can put the school logo here if you wish





Task C


Create the following newsletter using similar font styles and layouts, no WordArt or ClipArt.


The fonts used are Verdana and Times New Roman.


Press the escape key if the drawing canvas appears, or turn it off completely in Tools, Options, General








COOL LEISURE CENTRE




















Screen print of website home page here





New web site soon to be launched by Cool Leisure Centre





Issue 1 Date: 





The Cool Leisure centre is launching a new website over the next few weeks. It will show the new facilities such as the gym, sauna and pool. Members are expected to be impressed by the new web site which they can access to find out new special offers, opening times and see the interior of the gym.





New Memo Layout


Memos are used everyday in business to share information between people. Cool Leisure Centre are to use a new memo that has been saved as a template on the network. Memos do not go outside the company but are sent between people who work in the company. This means that there is no need to use or put on the company logo to advertise it. The memo has spaces for the date, whom it is from and to and a line separating this from the main text or message. Look at our new memo on the website when it appears.





Details of the site


The website uses the new colour scheme which is .  . . . .


The logo is placed . . . . . .


There are buttons to navigate from the home page to . . . . . . . . page  . . . . . page











Competition


The text below makes a phrase when rearranged.
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Write the correct name here:


__________________________________________





Cut out the panel and send your entry to: The Sports Centre





Task D


Create a poster to be shown in shop windows advertising the leisure centre, use similar font styles, colour schemes and images. WordArt and ClipArt can be used a little.








Task E


Create an invoice for work done on the web site. See below.
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