
 
 

Project 3: 

Letterhead 

 

 

Stathi Mexas, M.Ed. 
stathi@mexas.org 

 

4Cs: Critical Thinking, 

Collaboration 

Communication, 

Creativity / Innovation 

 

4Rs: Ready 

Responsible 

Reflective 

Respectful 

Project Overview 

Drawing tools are often used to enhance a document’s appearance.  In this project, 

you will use the drawing tools provided in the word processing software to create an 

original letterhead design.  You will also write a letter and receive feedback for your 

work from your neighbor. 

 

Enduring Understandings 

The ability to use drawing tools, create objects that are layered, 

filled, sized and formatted appropriately so that documents and 

designs are attractive and effective. 

 

Essential Questions  

 How are documents formatted that contain graphic text? 

 How documents are appropriately formatted for the 

business world? 

 

Assessed Goals: SWBAT: 

 Drawing tools 

 Size an object 

 Fill an object 

 Draw lines 

 Grouping/Ungrouping 

 Order of objects 

 Text Wrapping 

 

English Content Standards 

 The student will use capitalization, punctuation, and correct 

spelling appropriately 

 The student will select and organize ideas for specific 

audiences and purposes 

  

Skills for Success 

 Use appropriate technologies for creativity and problem solving 

 

 

 

Differentiation 

 

Modification 

 Provided a letterhead design for 

students to model. 

 

Challenge 

 Have students create business 

cards for their organization.    

 Use the logo developed for the 

letterhead to create an 

advertisement.  

 

Instructional Strategies 

 Model the creation of the 

letterhead, and walk students 

through an example. 

 

 Students should have a working 

knowledge of the drawing toolbar 

before attempting the project.   

 
Alternative (P/F) 

In a drawing, add images of 10 

famous logos each with 1px-border 

and white-fill textbox and 50 words 

of original reflections. 

 

https://docs.google.com/document/d/17D4_0SCfD4WUZraXg6LTc7CqM4jxi7i03jxWCodsXF4/edit#bookmark=id.d9rnyc4z7fcu
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Directions 

1. In the Words folder create a new document named: Words-03-Letterhead 

 

Part 1: Project 

2. Make sure you have lots of “white space” in your design, that is, space without anything in it. 

Your letterhead must include your name, business/organization, address, office phone, fax 

number, email address. Use textboxes, WordArt, table cells or insert a drawing to control how the 

elements are positioned. Use images to produce a representative logo and various colors and 

effects. This project has artistic elements and so anything goes, but prepare for improvements.  

  

3. Write an original, 100-word, letter to your teacher about anything you want. Follow the formal 

format of the sample using a single font Times 12 black for all the text. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Part 2: Reflections 

4. Add a new page at the end of your work. 

5. Copy, paste, answer and prepare to share the reflections. Check example answers and the rubric. 

https://docs.google.com/document/d/17D4_0SCfD4WUZraXg6LTc7CqM4jxi7i03jxWCodsXF4/edit#bookmark=kix.ohgys6lzw1uh
https://docs.google.com/document/d/17D4_0SCfD4WUZraXg6LTc7CqM4jxi7i03jxWCodsXF4/edit#bookmark=id.5juhjkh8j2lf
https://docs.google.com/document/d/17D4_0SCfD4WUZraXg6LTc7CqM4jxi7i03jxWCodsXF4/edit#bookmark=id.z128et5d2gyu

