Portfolio Project Assignments—By Sharon Floyd

Name___________

Have the following items in your portfolio in the following order:

1.      1 copy of Letterhead—(Use laser printer to make 10 
          copies to use for form letters.)





10   ______

2.      Envelope—Company name, address, and logo


10   ______
3.      1 copy of database file of potential customers


10   ______

4.     10 mail/merge letters printed on letterhead paper 


20   ______

5.      Advertisement  (flyer) which includes your picture taken 

         with digital camera.







20   ______

6.     Table of Price List







10   ______

7.      Print PowerPoint Presentation (5 or 6 slides) 6 slides 

         per page in black and white






30   ______

8.     Business Cards








10   ______

9.     Address Labels (Avery 5160—30 per page)



10   ______

10. Banner used as advertisement with company name, address, 

and logo which includes a scanned picture of you


10   ______

11. Invoice with company name, address, and logo


10   ______

12. Purchase Order with company name, address, and logo

10   ______

13. Interoffice Memo with company name and logo


10   ______

14. Brochure about your company





30   ______
15. Print all other optional forms




bonus       ______

total         ______

