Mail Merge Assignment
Note:  
Be sure to read all directions before starting the project.  It will save you time overall

Project:
Use MS-Word Mail Merge feature with a data table to generate a set of Mail Merge letters.

Activity:
Open the Mail Merge data table.  Use the Table Properties to ensure that the table is readable and editable.  Using the empty row, type your first name, last name, and class period (use Company Name for the class period).  Use the MS-Word Mail Merge feature to insert the Mail Merge Codes in the letter.  Generate a set of Mail Merge letters using the data table.
Supplies:
Word processing software (MS-Word), and printer
Deliverables:
Formatted Mail Merge data table, Mail Merge letter with Mail Merge codes, and a set of Mail Merge letters
Reflection:
List at least one (1) possible advantage of using the MS-Word Mail Merge feature to create a set of form letters rather than manually typing each letter.  List at least one (1) possible disadvantage of using MS-Word Mail Merge feature to create a set of form letters rather than manually typing each letter. 
Assessment

(How your grade will be calculated):

	Graded Elements
	Total Points

	Formatted and edited Mail Merge Data Table
	
30

	Mail Merge Letter with Mail Merge codes
	
30

	Set of Mail Merge letters
	
30

	Reflection
	
10

	Total
	
100


