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Level III – Part 1  
 

TASK: Create a one page classroom newsletter to send home to parents 
during the next grading period.  You may use any software program 
you like to create the newsletter.  

 
 

1. Begin by setting your margins to the following: 
 Top and Bottom:  0.5” 
 Left and Right:  1.0” 

 
 

2. Type the purpose of your newsletter.  (The purpose statement should not 
exceed one line of text.) 

 Any font 
 Size 12 
 Italic 

 Center 
 

3. Create and type a name for your newsletter.  Format the name as follows:  
 Any color you choose (except black) 
 Any font you choose (except Times New Roman) 

 Size 36 or larger but must not exceed one line of text 
 Centered 

 
4. Add your name, school and date as the subtitle to your document (see 

image below). These items should all appear as one line of text.  Align your 

name to the left, the school in the center and the date on the right using 
tab stops. Format the subtitle as follows: 

 Any font you choose 
 Size 12 
 Centered 

 

 
 

5. Insert a Continuous Break. 
 

6. Format your page into a two column layout. 
 

7. Write 3-4 articles with titles for your newsletter.   
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8. The formatting for the titles of your articles should be: 
 Any font you choose  

 Size 14 point or larger  
 Left aligned  

 Bold all titles  
  

9. The formatting of the text in your articles should be: 

 Any font you choose  
 Size 12  

 Text of all articles should be fully justified  
    (*see example of fully justified at bottom of page)  

 Text should not be bold 

 Use a drop cap for the beginning of at least one paragraph 
 

10. Insert two pictures or clipart and format them so the text wraps around 
them. 

 

11. Insert a text box somewhere in the document and add text. 
 

12. Insert a table somewhere in the newsletter.  Keep it simple.  Make sure you 
save the table file.  You may use it again in the Level IV – Part 1 product.  

Some suggestions for your table are listed below: 
 TAKS statistics 
 Your Schedule 

 Student class enrollment 
 

 
13. Save this file in your Teacher Product folder with the filename: 

Your last name – Campus- Level III-Part 1 

Example:  Smith -HS -Level III – Part 1 
 

14. You will email this document to teachertech@hudsonisd.org when you have 
finished Level III-Part 2.  
 

*Fully Justified text- box like appearance 

with both right and left margins aligned.  
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