Word Processing I

“Let’s Eat” Project
This project can be completed independently or with a partner.  You are entering the restaurant business.  You will plan and design the restaurant down to the smallest detail.  You will also design its letterhead, business cards, and menu.  You will also prepare a mailing to prospective financial backers.

Part 1—Brainstorm 
Brainstorm the following items.  As you brainstorm, use Microsoft Word to make notes at your computer.  You will use your notes in the next part of the project.  Create a folder in your Word Processing I folder that is titled “Let’s Eat.”  Save this file as:  part 1 brainstorm.

1. What is the location of your restaurant—urban, suburban, or rural?

2. What type of restaurant is it—diner, drive-in, gourmet, trendy, deli, café, theme restaurant, or other?

3. What type of clientele will you draw?  Who is your target market?

4. Describe the exterior in detail.  When patrons approach your restaurant, what will they see?

5. Describe the atmosphere and décor inside the restaurant.  Use shape and drawing tools to draw the layout.  What colors will you use?

6. Details, details, details!  What else can you tell us about your restaurant.

Part 2—Formal Restaurant Description
Work from  your brainstorming notes to type up a formal, detailed description of the restaurant based on the six questions in Part 1.  The description should be presentable for prospective investors.    In your “Let’s Eat” folder, save this file as:  formal description.

Part 3—Letterhead and Business Card
Using color, special fonts, graphics, and drawing tools in the software, design a letterhead and business card for your restaurant.  Be sure to use the same design elements in both, so that there is a common theme.  You may choose to use Microsoft Word or Microsoft Publisher for these tasks.  In your “Let’s Eat” folder, save these files as:  letterhead and business card.
Part 4—Letter and Mail Merge

1. Write a letter to be mailed to prospective investors in your restaurant.

2. Make sure your letter includes the following:

a. Brief description of the restaurant

b. A summary of the abilities of your partner and yourself

c. Request for financial backing

d. Request for a meeting to discuss your plans

3. In your “Let’s Eat” folder, save the letter as:  investor letter.

4. Enclose the formal detailed description you created in Part 2.  Remember to make an enclosure notation.

5. Choose five names and addresses from the phone book or another source.  Use Microsoft Word to perform a mail merge for your letter and the five addresses.  Proofread carefully before printing the letters on the letterhead.

Part 5—Menu 

1. Begin with a sketch of your menu.  Will the menu be on a whole sheet of paper, in book format, on a tri-fold or on a bi-fold.  Browse the menu options in the wizards of Microsoft Publisher.

2. Use your ideas from the sketch to create a menu in Microsoft Word or Publisher.  Remember that the menu must fit the restaurant and the clientele you plan to attract and should encourage people to eat at your restaurant.

3. In you “Let’s Eat” folder, save the menu as:  menu.

4. Refer to the design element chart below.  Ask yourself these questions when you create the menu.  

	(
	Question

	
	Is the purpose of the publication clear?

	
	Are graphics and fonts appropriate to the message?

	
	Is the publication organized?

	
	Is there a clear focal point?

	
	Was the audience considered when creating the publication?

	
	Is there consistency in the use of fonts, color, margins, and design elements?

	
	Is white space used appropriately?

	
	Is the publication original?


