Office Word 2003

Tutorial 6 Internet Assignment 

Mail Merge

Currently you work for a nonprofit company and are very committed to the organization’s goals and mission. Bill #1Y23 has been put before the legislature for approval this year, and it would seriously jeopardize the government funding that your organization heavily relies on to cover its operating expenses. Your boss has asked you to prepare a persuasive letter to send to each of your state representatives and state senators, asking them to reject this bill.

To complete this task, you will need to conduct online research and create a form letter to prepare for mailing. 

1. Start Word, and begin with a blank document.

2. Save the document as Mail_Merge[your_initials].doc.

3. Open the Mail Merge Wizard.

4. You will need to create a letter.

5. Save your work on the document thus far, and start your Internet browser.

6. Search the Web for the name and address of each state senator and state representative that currently represents the state in which you reside or go to school.

You will also need some facts to add to your persuasive letter. Search the Web for a nonprofit organization with a mission that interests you. Use the name of that company and some of the facts taken from its Web site in your letter.

7. Switch back to your document and continue working on the letter. Be sure to include information about what your organization accomplishes as your justification for rejecting the bill. Make sure your letter includes merge fields such as first name, last name, address, city, state, and zip code.

8. Complete the Mail Merge Wizard, including creating all the records for each state senator and state representative. 

9. Save any changes to the document.

10. Preview your letters. Make any necessary corrections.

11. Save your document.

