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BIM Midterm Final Review
Business Letters & Excel

Practice Exam

Directions: Use your handouts as a guide. Be sure to complete a Spelling and
Grammar check prior to printing.

Font = Times New Roman size 12. Block Letter formatting. Note for every 4, hit
enter at feast once. Use your “Parts of a Letter” document to set up correctly, adding
colons and commas where appropriate!! Save as Last-Midterm Review

Your name § Return address § Today’s date § Mr. Robert Green § 555 Madison Avenue
1 New York, NY 10016 § Dear Mr. Green § T have a story T would like to tell you.
There once was a man named Marvin, whom was in the hospital. The family called
Marvin's best friend to be with him in these difficult moments. As the best friend stood
by the bed, Marvin’s condition seemed to deteriorate. Marvin motioned for someone to
quickly hand him a pen and paper. The best friend quickly gathered the supplies and
lovingly handed them to Marvin. Just as he finished writing the note, Marvin passed
out. § The best friend, feeling that now wasn't the right time to read it, put the note in
his Jacket pocket and left the room. It was hours later, while speaking to the nurse
about Marvin's miraculous recovery that the best friend suddenly remembered the note.
1 Reaching deep into his pocket, he said, “You know what? Right before Marvin passed
out, he handed me a note. Knowing Marvin, I'm sure it was something inspiring and
reflective.” With that introduction, the best friend ripped out the note and opened it.
The note said, "HEY, YOU ARE STANDING ON MY OXYGEN TUBE!” Oops!

1 Sincerely § Your Name

Once you have typed out this letter I want you to go and open the checkbook
assignment and copy and paste just the month of January into this business letter. T
want you to insert your January checkbook after the 1%t paragraph. Space the
checkbook insert just like a paragraph in the business letter.




