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• To review Cycle 1 formatting skills , Office Suite features , and straight-copy skills. 

Conditioning Practice 
Key each line twice SS. 

alphabet 1 Quincy just put back five azure gems next to the gold watch. 

flglsym 2 Tim moved from 5142 Troy Lane to 936- 123rcl Street on 8/7/03 . 

speed 3 He lent the fi eld auditor a hand with the work for the firm. 
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Activity 1 

Memo 
Format and key the text at 
the right as a memo. Proof
read your copy; correct all 
keying and format errors. 

Save as: CR1 ACTIVITY1 

TO: Marguerite Mercedes, Director 


FROM : Justin Mathews, Administrative Assistant 


DATE: March 5, 20-

S UBJECT: BALLET COMPANY ADDRESSES 


Attached is the address list for the ballet companies that you requested . I was 

unable to secure an address for the Bolshoi Ballet in Moscow. 


I have seen the Royal Swedish Ballet. the American Ballet Theatre, and the Paris 

Opera Ballet perform. They were a ll excellent. The patrons of our Artist Selies 

would be extremely pleased with any of the three performances. 


Even though I have not personally seen performances by any of the other groups 

on the list, I have heard excellent comments by others who h ave been fortunate 
enough to see them perform. I don't think we can go \vrong by invi ting any of 
those on the lis t to be a part of next year's Artist Series. 
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