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Objectives:
Broad Objective: An attractive letterhead can mean the difference between getting a job or getting passed over.  In addition to knowing what information needs to go in a letterhead, it is important to know how to make the letterhead as attractive as possible.

Specific Objectives: By the end of this lesson, students will be able to with a minimum of 70% accuracy:

1. List the information that should appear in a letterhead.

2. Use tab stops to create a simple letterhead.

3. Explain the importance of a letterhead in successful communication.

How many questions did the teacher ask during the period: 23
How many were low level questions: 19
How many were higher level questions: 4
Question Analysis by Bloom’s Taxonomy

	Level
	Number

	Knowledge
	18

	Sample: How do we create a right aligned tab stop?

	Comprehension
	0

	Possible Sample (not actually asked during class): Given that there are only two columns needed, are tab stops or tables more appropriate for making the letterhead?

	Application
	1

	Sample: What is the largest font size we can use that will allow our name to fit in the allotted margin?

	Analysis
	1

	Sample: Why do we want the name to be so much bigger than the rest of the information?

	Synthesis
	2

	Sample: How would you go about setting up a letterhead?

	Evaluation
	1

	Sample: Which letterhead is the most pleasing to the eye?


Question Analysis by Gallagher’s Method
	Level
	Number

	Cognitive-Memory
	18

	Sample: How do we Print Preview this document?

	Convergent
	2

	Sample: What is the largest font size that will allow our name to fit in the allotted margin?

	Divergent
	2

	Sample: If you were hiring somebody and saw a letterhead like that, what would you do?

	Evaluation
	1

	Sample: Which letterhead is most pleasing to the eye?


