Communication Update Worksheet
Directions: Use either Microsoft® Word®, Adobe® PageMaker®, or QuarkXpress® (depending on what is available to you at your school), to make the following changes to this document. If you don’t know how to do a particular change, use the help provided in the software. 
1.
If you are using Adobe® PageMaker® or QuarkXpress® to make the changes, copy and paste the text into the appropriate software program. If you are using Microsoft® Word®, you can make the changes in this document.
2.
Make Home Security Alarm Systems, Inc. centered, italic, 18 point, and blue.
3.
Make 1400 W. Diversity Avenue bold, centered, and 14 point.
4.
Make Chicago, IL 60641 bold, centered, and 14 point. 
5.
Insert clip art beside Home Security Alarm Systems, Inc. 
6.
Insert a line under Chicago, IL 60641 to separate the heading from the body of the document.
7.
Make Security Inspection of Your New Home in Wheaton all capital letters.
8.
Underline Summary, Introduction, Details, and Conclusion.
9.
Make main alarm control box, door sensors, sound and motion detectors, and a smoke detector a bulleted list.
10.Change the first Ken Mullens to a script font.
11.Put page numbers in the bottom right corner of each page.
12.Include a header for page 2 that contains the following information: 

Mr. and Mrs. Edward Brock, Page 2, September 18, 20--
Home Security Alarm Systems Inc.
1400 W. Diversity Avenue

Chicago, IL 60641

September 18, 20—

Mr. and Mrs. Edward Brock
182 N. Montrose Avenue, Apt. 3

Chicago, IL 60640

Dear Mr. and Mrs. Brock

Security Inspection of Your New Home in Wheaton

Summary

The present security system in your new home in Wheaton is inadequate and is not state of the art.

Introduction

In keeping with our agreement, last week we checked out the existing security system at 185 Pine Tree Lane, Wheaton, Illinois. This is a report of that visit.

Details

A good home security system should include the following linked to a central station:

a main alarm control box
door sensors
sound and motion detectors
a smoke detector
All windows and doors through which an intruder could enter should be connected to the system. The house in Wheaton has only the doors connected to the alarm system; windows are not covered.

A good alarm system protects against a power outage caused by a burglar cutting the electrical wires by providing an auxiliary source of power in the form of a battery pack. The house in Wheaton has no such backup system.
Conclusion
The alarm system in the Wheaton house is woefully inadequate. It needs to include the entire perimeter of the house, not just the doors, and it needs an auxiliary power source in case the electricity goes out. Unfortunately, local law does not permit a direct alarm connection to the police department. Any new system installed would have to be connected to a central reporting station. Home Security Alarm Systems Inc. provides both types of alarm systems—those that connect directly to the local police department and those that silently signal our company’s alarm center to dispatch police.

If you have any questions about this report or would like to discuss your security needs further, please give me a call.

connect directly to the local police department and those that silently signal our company’s alarm center to dispatch police.
If you have any questions about this report or would like to discuss your security needs further, please give me a call.
Sincerely,

Ken Mullins

Ken Mullins

Security Specialist
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