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[bookmark: _GoBack][image: ]Letter to microsoft permission to use screen shots assignment


I am writing to ask permission to use screenshots of your software in order to create an illustrated user manual. I will be using the Microsoft Office Professional Academic 2010 and will be using screenshots of your products, with your permission, in order to make the manuals I am creating easier for people to follow and better understand. 
I would like to use screen shots in my manual to help explain any written text with images, as images are often easier to understand with written text. While the text will give them step by step instructions of the procedures, the images will be used to show them what to look for, so hopefully they will be able to better follow the procedures and make sure they are using the software correctly. 
Being able to see exactly what should be done will help make the users of the manual more efficient and less frustrated. I believe that doing so will improve the users experience with your product, and make them more willing to try Microsoft products in the future. I would like to thank you for your consideration on this matter. If you require any further information please contact me by email at[email protected]phoenix. edu or by phone at (555)555-5555. Sincerely, John Doe Rubric for Week 2 Individual Assignment: | | Letter to Microsoft | | 12 points | | Content for Letter | Comments | Points Earned | |(6 points): | | | | Addressed to Microsoft; | | | | States clearly that writer wants permission to use screen shots | | | | of one or more Microsoft applications for a user’s manual; | | | | Discusses why it would be to Microsoft’s advantage to grant | | | | permission; | | | | Describes succinctly how and in what places the Microsoft screen| | | | shots will be used. | | | Organization, style and writing | | | |(6 points): | | | | Uses the full block format with subject line, specified on page | | | | 171 of text, figure 6. 9… | | | | Follows all justification (left all paragraphs) and spacing | | | | rules, (single spaced within paragraphs; double spaced between. | | | | Observes all rules of grammar (…subject/verb agreement, parallel| | | | structure …); | | | | Spells all words correctly; | | | | Uses action verbs | | | | Employs respectful, business-like tone and avoids commonplace | | | | expressions; | | | | Minimizes use of acronyms, defines them before using when | | | | necessary; | | | | Writes complete sentences – no fragments. | | | | Late Penalty; -10% per day | | | | Total | | | 
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