Mail Merge and Labels Assignment 
Accounting Results

Attached are the data source records required for this exercise. Create and save these as AccountingAddresses followed by your own initials on your Memory Stick.

Type the attached Mail Merge Letter. 

Spell check the document and ensure there are no errors including spacing errors.

Save onto the floppy disk as AccountingTemplateLetter.

Print the document.

Preview the letters and complete the merge.

Ensure that there are no spacing errors etc at this point.

Save the merged letters file as AccountingLetters on to the Memory Stick.
Print the 10 letters.

Create Mailing labels using the following Merge Fields  

[Title]   [Surname]  [Address Line 1]  [Address Line 2]  

[Address Line 3]

Print all the Labels.

Save Merged Label Document as AccountingLabels to the Memory Stick and exit Word.   

	Ms  Mary Loughnane

Tara Grove

NAVAN

Co Meath

Merit
	Mr Patrick  Lynch

42 Chestnut Walk

MALLOW

Co Cork

Pass


	Mr Andrew Loftus

Abbey Street

BALLINROBE
Co Mayo

Distinction
	Ms  Sarah O'Reillly

70 Mc Dermot Terrace

DROGHEDA

Co Louth

Pass


	Ms Anne Fox

Priory Park

MOATE

Co Westmeath

Pass


	Mr Michael Carter

29 Fr Griffin Road

BUNMAHON

Co Waterford

Distinction

	Ms Joan Logan

34 High Street

BALLINA

Co Mayo

Distinction


	Mr Stephen Waters

67 North View

EDGEWORTHSTOWN

Co Longford

Merit

	Mr John Jackson

128 Sarsfield Drive

ADARE

Co Liimerick

Distinction
	Ms Caroline Steward

2 Church Street

MARTINSTOWN

Co Antrim

Merit


College of Business and Computing

Dublin Road

Wexford

Ireland

Tel: 071 87871


e-mail: businesswexford @eircom.net

1 November 2010

Title First Name Surname

Address Line 1

Town

County

Dear First Name,
I am pleased to inform you that you were successful in Level Two of the recent Accounting Technicians examinations.

Grade awarded: Result
You and up to two guests, are cordially invited to attend the awards ceremony, which will be held in the college at 10am on the 15 November next.

I look forward to seeing you then.

Yours sincerely

My Name
Principal

Mail Merge and Labels Assignment 
Film Club Interviews

Attached are the data source records required for this exercise. Create and save these as FilmClubAddresses followed by your own initials on your Memory Stick.

Type the attached Mail Merge Letter. 

Spell check the document and ensure there are no errors.

Save onto the floppy disk as FilmClubTemplateLetter.

Print the document.

Preview the letters and complete the merge.

Ensure that there are no spacing errors etc at this point.

Save the merged letters file as FilmClubsLetters on to the Memory Stick
Print the 4 letters.

Create Mailing labels using the following Merge Fields  

[Title]   [Surname]  [Address Line 1]  [Address Line 2]  

[Address Line 3]

Print all the Labels.

Save Merged Label Document as FilmClubLabels to the Memory Stick and exit Word.   

	Mr T Ward

32 Dargle View

Rathfarnham

Dublin 16

Stage Hand

6.15 p.m.


	Ms E O’Reilly

4 Market Square

Clones

Co Monaghan

Prompter

6.30 p.m.


	Ms R Nolan

2 Ferndale Grove

Drogheda

Co Louth

Usher

6.45 p.m.


	Mr S Ryan

3 Tuam Road

Ballinasloe

Co Galway

Set Designer

7.00 p.m.




The Film Club

Main Street

Manorhamilton

Co Cavan

Title Initial Surname

Address Line 1

Address Line 2

Address Line 3

8th August 2007

Dear Title Surname
I have received your enquiry about any opportunity that may be available at this club for you to act in the capacity of Job Title.

I am pleased to tell you that there is, in fact, such a vacancy at the moment and would like you to visit the club to discuss the matter with me as soon as possible.

The next club night is Monday, 16th August, and I would be grateful if you could call in then, preferably at Time
Can you let me know if you can come at that time?

Yours sincerely

_____________

My Name
Secretary

Mail Merge and Labels Assignment

Bord Gais Interview Schedule

Attached are the source records required for this exercise. Create and save these as Bord Gais Addresses followed by your own initials on your Memory Stick.

Print the records in Bord Gais Addresses 

Type the attached Mail Merge Letter with the strings.
Spell check the document and ensure there are no errors.

Save onto your Memory Stick as Bord Gais Template Letter.
Print the document.
Preview the letters and complete the merge.

Ensure that there are no spacing errors etc at this point.

Save the merged letters file as Bord Gais Letters on to the Memory Stick.

Print the 6 letters.

Close Microsoft Office Word.

Create Mailing labels using the following Merge Fields
[«Title»] [«First_Name»] [«Surname»] [«Address_Line_1»] [«Address_Line_2»] [«Address_Line_3»] [«City or County»] 
Print all the Labels.
Save Merged Label Document as Bord Gais Labels to the Memory Stick and exit Word.
	Mr Edward Long
Dower
Knockane
Ladysbridge
Cork
Electrical Engineer
Room 51

5 June 2011

15:00

Mrs Mary Fleming
Ballyquirk
Lower Garranjames
Deerpark
Cork
Office Assistant
Room 52

5 June 2011

15:30

Mr David O Keeffe
41 St Francis Place
Kildothery
Michaelstown
Waterford
Electrical Engineer
Room 53

7 June 2011

16:15


	Mrs Debbie Whelan
Springfield
Ballygibbon
Kilrush
Kerry
Office Assistant
Room 51

5 June 2011

15:15

Mr Michael Shanahan
Joseph Morrissey Place
Heffernan Terrace
Blackrock
Cork
Strategy Analyst
Room 52

7 June 2011

16:00

Mr John O Rourke
23 Rosewood
Stradbally
Clonea
Waterford
Office Assistant
Room 53

7 June 2011

16:30


Bord Gáis Headquarters 
P.O. Box 51 
Gasworks Road 
Cork

Tel 021 - 4567891

30 May 2011

«Title» «First_Name» «Surname»
«Address_Line_1»
«Address_Line_2»
«Address_Line_3»
«Address_Line_4»
Dear «Title» «Surname»
I regret to inform you of the passing of Mr John Mullins CEO of Bord Gáis on Monday last. As a result there will be changes to the schedule of interviews which were to be held on the 1st and 3rd of June.

I am issuing you with a new interview date for the position of «Vacancy».  It will be held in «Room_No» on «Date» at «Time». 

If this is unsuitable please contact me on the above number to arrange an alternative date.

Yours sincerely

_________________

My Name

Human Resources 

Mail Merge and Labels Assignment Brief
Simon
Attached are the data source records required for this exercise. Create and save these as SimonAddresses followed by your own initials on your Memory Stick.

Type the attached Mail Merge Letter. 

Spell check the document and ensure there are no errors.

Save onto the floppy disk as SimonTemplateLetter.

Print the document.

Preview the letters and complete the merge.

Ensure that there are no spacing errors etc at this point.

Save the merged letters file as SimonLetters on to your Memory Stick
Print all the letters.

Create Mailing labels using the following Merge Fields  
[Title]  [First Name]   [Surname] [Company Name] [Address Line 1]  [Address Line 2]  [Address Line 3]

Print all the Labels.

Save Merged Label Document as SimonLabels to your Memory Stick.  
Save any open documents and exit Word.   
	Mr Will Jones

CEO

Chanel Laboratories

Lake View

Lough Atalia Road

Galway

23 Jume

The G Hotel

Ms Tara Neilson

Head of Corporate Affairs

Dell Computers

Plassey Technological Park

Castletroy

Limerick

7 June

The Castletroy Park Hotel

Ms Majella O’Sullivan

Financial Director

GSK Pharmaceuticals

Ballybeg

Cork Road

Waterford

13 June

The Tower Hotel


	Mrs Sue Holmes

Manager

Snap Printing

Crawford House

Washington St

Cork

1 June

Jurys Hotel

Miss Anna Hayes

CEO

Guinness Ireland

Guinness House

Kilmainham

Dublin 8

4 June

The Carlton Hotel

Mr Bill Cullen

Group Director

Renault Group

The Long Mile Road

Clondalkin

Dublin 20

16 June

Bewleys Hotel




Simon Community

Bachelors Quay

Dublin 1

Tel 01-2378616

21 May 2011

Title FirstName Last Name
Job Title

Company Name
AddressLine 1

AddressLine 2

City

Dear Title LastName,
I am writing to see if you and Company Name would be interested in sponsoring a presentation for the members of the Simon Community. We would like to invite David Humes, a productivity expert, to present a programme on Managing Time.

Engaging in accelerated learning, the participants will leave with techniques and skills for improved efficiency in Time Management.
The program would be held on date at location. Your generous sponsorship would be highlighted in announcements to our members, during the introduction at the event itself, and in an article about the workshop to be published in our newsletter afterwards. You and any other representatives of Company Name would be most welcome to attend so that we could thank you personally for your support.

The estimated audience of 20 employees would benefit tremendously from your generosity. The cost to sponsor of the educational programme would be €1,000. 
I look forward to hearing from you. Thank you for considering this request.
Yours Sincerely,
_________________
My Name
Mail Merge and Labels Assignment Brief
Bank
Attached are the data source records required for this exercise. Create and save these as BankAddresses followed by your own initials to your Memory Stick.

Type the attached Mail Merge Letter. Key in your own name where it states MY NAME at the end of the letter.

Spell check the document and ensure there are no errors.

Save onto your Memory Stick as BankTemplateLetter.

Print the document.

Preview the letters and complete the merge.

Ensure that there are no spacing errors etc at this point.

Save the merged letters file as BankLetters on to your Memory Stick
Print the 6 letters.

Create Mailing labels using the following Merge Fields  

[Title]  [First Name]   [Surname]  [Address Line 1]  [Address Line 2]  

[Address Line 3]

Print all the Labels.

Save Merged Label Document as BankLabels to your Memory Stick and exit Word.   

	Mr John Haughey

The Orchard Mansions

Ballymun

Dublin 15

€149,999

a BMW

1%

44578233

16th

Albert Aherne

Mr Mike Fingleton

Shrewsbury Rd

Donnybrook

Dublin 4

€15,000,000

a home mortgage

0.01%

90836411

10th

Brian Cowen

Ms Katie Price

21 Shannon View

Drumshambo

Co Leitrim

€10,000

cosmetic surgery

5%

12870956

5th
Edward Grimes


	Mr William O’Dea

3 St Mary’s Park

Southhill

Limerick

€500,000

a house extension

0.03%

71036266

21st

Pat Short

Mrs Cherie Cole

Main Street

Ahascragh

Co Galway

€800,000

a designer boutique

7%

561443008

28th
Louis Walsh

Mr Leonard Varadkar

Poulawack

Coore

Co Clare

€200

a car loan

8%

886143320

1st

Edna Kenny


The Bank of Anglo Irish Dreams
Lala Land

Dublin
Tel 01 6755290
5 December 2007
Title FirstName Last Name
Address Line 1

Address Line 2

Address Line 3

Dear Title LastName,
I am pleased to inform you, that further to your application for a loan for amount for loan type your loan has been approved.
Please fill in the enclosed form and forward it to us at your earliest convenience. The interest rate on your loan will be interest rate and the money will be lodged to your account Account Number on receipt of the form.
The monthly repayments will be debited on the date of each month.
If you have any further queries please contact your Account Manager, Name of Account Manager, at your local branch.
Yours sincerely,

_____________________

My Name
Head of Lending

Mail Merge and Labels Assignment Brief
Hotel
Attached are the data source records required for this exercise. Create and save these as Hotel Addresses followed by your own initials on your Memory Stick.

Type the attached Mail Merge Letter. 

Spell check the document and ensure there are no errors.

Save onto the floppy disk as Hotel Template Letter.

Print the document.

Preview the letters and complete the merge.

Ensure that there are no spacing errors etc at this point.

Save the merged letters file as Hotel Letters on to your Memory Stick
Print all the letters.

Create Mailing labels using the following Merge Fields  
[Title]  [First Name]   [Surname] [Address Line 1]  [Address Line 2]  [Address Line 3]

Print all the Labels.

Save Merged Label Document as Hotel Labels to your Memory Stick.  
Save any open documents and exit Word.   
	Mrs Gerty Lyons
23 Castlehaven

Ardrahan

Co Galway

Kerry

Brehon Hotel

€79

Danu Restaurant

Angsana Spa

Paulo Tulio

Mr John Banks

11 Reendowney Place

Blackrock

Co Leitrim
Limerick

Castleoaks Hotel

€69

Acorn Restaurant

Ulura Spa

Kevin Dundon

Miss Christina Fuller

18 Spanish Arch Court

Margaret Street

Galway

Dublin
Five Towers Hotel

€89

Kennedy’s Restaurant

Harmony Spa

Tom Doorly

 
	Mr Sean Meany
3 Falcon Hill

Kilmacthomas

Co Waterford

Wicklow

Powerscourt Hotel

€79

Parnell’s Restaurant

Mountain View Spa

Mary Leland

Mrs Triona Herlihy

Knockanevin

Borrisoleigh

Co Tipperary

Mayo

Lake View Hotel
€59

Luigi’s Restaurant

Ripples Spa

Rachel Allen
Mr Gary O’Connell

Ard Na Greine

Innishannon
Co Offaly

Clare

Sea View Hotel

€89

Lobster Restaurant

Kulura Spa

Georgina Campbell




The Carrigreen Hotel Group

45 Mount Street

Dublin 4

Tel 01-2557616

30 March 2011

[Title] [FirstName] [Last Name]
[AddressLine 1]
[AddressLine 2]
[AddressLine 3]
Dear [Title] [LastName],
I am writing to inform you about the events which are taking place in [County] throughout the Spring and Summer and the superb packages that we are offering at the [Hotel Name] during this time.
Throughout Spring we are offering you the opportunity to Unwind & Dine for just [Price] per person midweek. Stay for one night at the hotel and enjoy a 2 course Dinner in our acclaimed [Name of Restaurant]. While you’re here, spoil yourself with a treatment in our [Name of Spa], with a €20 discount off a Full Body Massage or Facial.

In our Spring & Summer Brochure you will see our tempting Easter packages, so why not join us Easter Weekend and learn to make your own Easter Egg, join in the Egg Hunt or just sit back and enjoy our Chocolate Afternoon Tea.

For the food lovers among you, our Gourmet Week, featuring Restaurant Critic, [Name of Critic] is the ideal break for you.

The [Hotel Name] offers you so many ways to de-stress and spend some quality time with friends and family this Spring and Summer. We hope we have the opportunity to welcome you back over the next few months to the beauty that is [County].

_______________

My Name

Group Marketing Manager
Mail Merge and Label Assignment

Hill Walking Ireland Walking Events

Attached are the source records required for this exercise. Create and save these as Hillwalking Ireland Addresses followed by your own initials on your Memory Stick.

Print the records in Hillwalking Ireland Addresses
Type the attached Mail Merge Letter with the strings.

Spell check the document and ensure there are no errors.

Save onto the memory stick as Hillwalking Template Letter.

Print the document.

Preview the letters and complete the merge.

Ensure that there are no spacing errors etc. at this point.

Save the merged letters file as Hillwalking Letters onto the Memory Stick.

Print the six letters.

Close Microsoft Office Word.

Create Mailing labels using the following Merge Fields

[Title] [First Name] [Surname] [Name_of_Club] [Address_Line_1] [Address_Line_2] [Address_ Line_ 3] 

Print the labels.

Save Merged Label Document as Hillwalking Labels to the Memory Stick and exit Word.

	Mr John Cambridge 

Fermoy Hillwalking Club

Francis Street

Fermoy 

Co Cork

Co Kerry

07-09/09/11

The Kingdom Hillwalking Club

Reeks Walking Festival

Macgillycuddy’s Reeks

07/09/11

the International Hotel

www.reekswalk.ie 

Mrs Joan Burke

Rathgormack  Hillwalking Club

Kilbrack

Rathgormack 

Co Waterford

Co Wicklow

14-16/09/11

The Avondale Ramblers Club

Wicklow Way Walking Festival

Wicklow Mountains

14/09/11

the Glendalough Hotel

www.wickway.ie 

Mr Liam Murphy

Kenmare Hillwalking Club

Gortamullen 

Kenmare 

Co Kerry

Co Waterford

07-09/09/11
Comeragh Hillwalking Club

Comeragh Autumn Hillwalking Festival

Comeragh Mountains

07/0911

the Mountain Lodge Hotel

www.comeragh.ie 

	Ms Helen Smith

Burren Walking Club

Ennis Road 

Lisdoonvarna 

Co Clare

Co Tipperary

21-23/10/11

Galtymore Hillwalking Club

Galtee Mountain Challenge

Galtee Mountains

21/09/11

the Glen of Aherlow Hotel

www.galtmorehill.ie 

Mrs Shelia Clarke

Roundstone Walking Club

St Patrick’s Terrace

Roundstone 

Co Galway

Co. Cork

23-25/08/11

Glengarrif Walking Club

Barley Mountain Challenge

Barley Mountain

23/08/11

the Glengarrif Park Hotel

www.glengarrifwalkingclub.ie
Mr James Drohen

Midleton Hillwalking Club

23 Rosary Place

Midleton 

Co Cork

Co Waterford

14-16/10/11

Lismore Walking Club

Knockmealdown Autumn  Festival 

Knockmealdown Mountains

14/10/11

Lismore House Hotel

www.walkinglismore.ie


Hillwalking Ireland

Muckross Road 

Killarney 
Co Kerry

30 Sept 2011
[Title] [First Name] [Last Name]

[Name of Club]

[Address Line 1]

[Address Line 2]
[Address Line 3]
Dear [Title] [Last Name]

I am writing to inform you of an event which is taking place in [County] on the weekend of [Date 1]. On this weekend [Club Name] is hosting the annual [Event]. The [Event] consists of a number of guided walks of the beautiful [Name of Mountains]. These walks are graded to suit all levels of fitness.

The Festival launch takes place on [Date 2] at [Location] with a Cheese & Wine reception, some traditional music and a chance to meet the guides. This will include a talk on the locality from a historical & geographical point of view as well as advice on the programme of walks.  

Dinner will be available, for anyone wishing to avail of it, in [Location] on the Saturday night. This consists of a 3-course meal and advance bookings are definitely necessary. This is a great way to relax with your fellow walkers and recap on the day's walks.
For further information on the [Event] and the programme of walks please visit the club website [Website address].

The [Event] offers the walker an opportunity to enjoy the beautiful [Name of Mountains] and panoramic views of [County].

I hope that you and members of your club will be able to participate in this walking festival and enjoy the programme of walks that have been arranged.

____________

My Name 

General Secretary

Mail Merge and Label Assignments

Safety Courses
Attached are the data source records required for this exercise. Create and save these as Safety Course Addresses followed by your own initials on your memory stick.

Type the attached Mail Merge letter.

Spell check the document and ensure there are no errors including spacing errors.

Save on to the memory stick as Safety Course Template Letter.

Print the document.

Preview the letters and complete the merge

Ensure there are no spacing errors etc at this point.

Save the merged letters file as Safety Course Letters on to the memory stick.

Print the 8 letters.

Create Mailing Labels using the following Merge Fields

[Title]  [Surname] [Address Line 1] [Address Line 2] 

[Address Line 3]

Print all the labels.

Save Merged Label Document as Safety Course Labels to the memory stick and exit word.

Heath and Safety Authority

The Metropolitan Building

James Joyce Street

Dublin 1

www.@hsa.ie
[Title][First name][Last name]
[Address line1]

[Address line 2]

[Address line 3]

Today’s Date

Dear [Title] [Last name]

I am writing to confirm details regarding Health and Safety Training [Course] which we will be running in [County] on the first week of [Month] at the [Location] The course will be run over [Duration] and provides good value at [Price]. The cost of the course has been kept to a minimum while maintaining standards. We feel courses are priced competitively and will deliver the standard and accreditation required by entrants to work effectively in their chosen field.

Any further information is available on our website or if you have any queries please feel free to contact us at the above address.

Yours sincerely

___________________

My name

Mr John Reilly



Ms Catherine Flynn

St Finbarrs Road



18 Spanish Arch Court

Naas





Mary Street

Co Kildare




Co Galway

Safe Pass Course 


Manual Handling Instructor

(1 day)




(3 day)

€120





€340

03January/2012



1,2,3,February 2012

Dublin Insitute of Technology

National University of Ireland, Galway

Mr David Crowley



Mr Michael O Loughlin

21 Silverheights Drive


13 Churchfield Gardens

Bunmahon




Tallaght

Co Waterford



Co Dublin

VDU/DSE Assessor 


Occupational First Aid

(1 day)




(3 day course)

€100





€325

05 January 2012



1,2,3 January 2012

Waterford Institute of Technology
Dublin Institute of Technology

Mr Luke Murphy



Ms Tracy Devine

Glenview Road 



St Theresas Gardens 

Eastlands




Dock Road 

Co Limerick




Co Waterford

Manuel Handling Instuctor

VDU/DSE Assessor 

(3 Day)




(1 day)

€340





€100

5,6,7 February



5 January 2012

University of Limerick


Waterford Institute of Technology

Mr Frank Daly



Ms Denise Fahey

39 Thornbury Drive


Silver Ditch Road

Derrybeg




Ballymount

Co Sligo




Co Galway

Health and Safety Representation 
Manual Handling Instructor 

(3 day course)



(3 day course)

€350





€340

2,3,4 March 2012



1,2,3 March 2012

Sligo Institute of Technology

National University of Ireland, Galway

Mail Merge and Label Assignments

Holiday Offers

Attached are the data source records required for this exercise. Create and save these as Holiday Offer Addresses followed by your own initials on your memory stick.

Type the attached Mail Merge letter.

Spell check the document and ensure there are no errors including spacing errors.

Save on to the memory stick as Holiday Offer Template Letter.

Print the document.

Preview the letters and complete the merge

Ensure there are no spacing errors etc at this point.

Save the merged letters file as Holiday Offer Letters on to the memory stick.

Print the 8 letters.

Create Mailing Labels using the following Merge Fields

[Title]  [Surname] [Address Line 1] [Address Line 2] 

[Address Line 3]

Print all the labels.

Save Merged Label Document as Holiday Offer Labels to the memory stick and exit word.

Vista Travel

48 Cook St

Blackpool

Cork

www.vistatravel.com
[Title] [First Name] [Last Name]

[Address Line 1] 

[Address Line 2]

[Address Line 3]
25-04-2011

Dear [Title] [Last Name]

1 am writing to inform you of activity holiday offers now available that may be of interest. There is excellent value to be had in the market at present and we have some unbeatable deals. We are offering a [Activity] break in a luxury hotel at a great price. This includes a [Duration] stay at the [Hotel] in [Location] with [BB description] for only [Price]. We have locations throughout Ireland to suit your needs.

If you have any queries please feel free to contact me at the above address 

or consult our website for further information.

Yours sincerely

______________________

My name 

Mr Ian Roberts
Mrs Teresa Duff

18 Cadiz Road
3 Fr Griffith Park

Bunmahon
Leap

Co Waterford
Co Dublin

Theatre
Hillwalking

Weekend
Weekend

Grand Canal Hotel
Doonbeg Holiday Hotel

Dublin
Ennis

2BB+1 dinner
Half Board

€185 PPS
€149 PPS

Mr Tom Hickey
Mr James Flynn

27 Waterfall View
23 Spire Way

Ballina
Albertstown

Co Mayo
Co Antrim

Hillwalking
Wind surfing

Mid-week
Weekend

Killarney Lakes Hotel
Ashdown Park Hotel

Killarney 
Wexford

3BB+2 Dinner
2BB+1 Dinner

€149 PPS
€129 PPS

Ms Francis Nugent
Mr George Delany

25 Southend Terrace
54 Lowe Street

Navan
Cullenstown

Co Meath
Co Offaly

Spa & Wellness
Leisure

Mid-week
Weekend

Absolute Hotel
Ashford Castle Hotel

Limerick
Mayo

3 BB+2 Dinner
2BB+1 Table d’hote Dinner

€120 PPS
€295 PPS

Mrs Catherine Howard
Ms Joan Farrell

42 Ferry Walk
75 McDonogh Terrace

Mallow
Drogheda

Co Cork
Co Louth

Horse riding
Golf

Weekend
Weekend

Markee Castle Hotel
Hayfield Manor Hotel

Sligo
Cork

2BB+1 Dinner
2BB

€129 PPS
€299 PPS

Mail Merge and Label Assignments

Euro 2012

Attached are the data source records required for this exercise. Create and save these as Euro 2012 Addresses followed by your own initials on your memory stick.

Type the attached Mail Merge letter.

Spell check the document and ensure there are no errors including spacing errors.

Save on to the memory stick as Euro 2012 Template Letter.

Print the document.

Preview the letters and complete the merge

Ensure there are no spacing errors etc at this point.

Save the merged letters file as Euro 2012 Letters on to the memory stick.

Print the 8 letters.

Create Mailing Labels using the following Merge Fields

[Title]  [Surname] [Address Line 1] [Address Line 2] 

[Address Line 3]

Print all the labels.

Save Merged Label Document as Euro 2012 Labels to the memory stick and exit Word.

747 Travel

Roger Casement St

Dublin 1

www.747travel.ie
[Title] [First Name] [Last Name]

[Address Line 1]

[Address Line 2]

[Address Line3]

01-02 -2012

Dear [Title] [Last Name]

There’s nothing quite like following your team to a major international championship. EUFA 2012 in Poland and the Ukraine looks set to be a real exhibition of the beautiful game. Spain seemed unbeatable, but are they now? With Ireland drawn in Poland against Spain, Italy and Croatia, next summers tournament is set to be an amazing spectacle. Watching it on TV just isn’t the same. We have a 3 match 9 day package, with accommodation in convenient locations for easy transfer to Poznan and Gdansk on match days. Prices are based on twin/double room share in 3 Star [hotel] on a B&B basis. With immediate transfer after the match on the 18th to Poznan airport for return flights to Ireland. Flights are with [Air Carrier] from [Irish Airport] on the 9th of June, returning to Dublin Airport from [Polish Airport] on the 18th of June,

· Outbound: [Irish Airport] to Poznan, Poland- Saturday, 9th of June

· Inbound: Poznan to [Irish Airport]- After Italy match, Monday 18th of June

· Accommodation in 3 Star Hotels

· Coach transfers- Airport / Hotels/Airport+ Stadium transfers on Match Days

·  [Travel Rep Name], Travel Rep of 747 Travel and local travel guides available at all times

· All Airport taxes and charges

· Cost [Price]

Extras

· Match Ticket- cost per group game

· Category 1 €120 (main and opposite stand)

· Category 2 €70   (corners and behind goal on the upper tier)

· Category 3 €30   (behind the goal on the lower tier)

· 4 Star Hotel available at additional cost

· Travel Insurance

If you have any queries please feel free to contact me at the above address or consult our website for further information.

Yours sincerely

_______________________

My Name

Mr John Dunphy
Mr Frank Twomey

42 Gilabbey Heights 
36 Richmond Drive

Western Road 
Tallaght

Cork
Dublin

Hotel Gaja
Hotel Kotiazky

Ryan Air
Luftansa 

Gdansk
Gdansk

Cork Airport
Dublin Airport

Poznan Airport
Poznan Airport

Match Ticket Category 1*3 
Match Ticket Category 2*3

John Lombard
Ger Murphy

Price €1825 + extras
Price €1795 + extras

Mr Jason Conroy
Mr Florence Murphy

97 Millview Lawn
21 Silverheights Drive

Mallow 
Boyle

Co Cork
Co Roscomon

Hotel Ibis
Hotel Polnanski

Lot Airlines
Wizz Air

Gdansk
Gdansk

Cork Airport 
Shannon Airport 

Poznan Airport 
Poznan Airport 

Match Ticket Category 1*3 
Match Ticket Category 2*3

Michael Walker
Tim Buckley

Price €1825 + extras
Price €1850 + extras

Mr Denis Tuohy
Mr Desmond Keohane

86 Cathedral Walk 
St Patricks Terrace

Dock Road
Fermoy


Limerick
Co Cork

Hotel Ior
Hotel Central

Wizz Air
Lot Airlines

Gdansk
Gdansk

Shannon Airport 
Cork Airport 

Poznan Airport 
Poznan Airport 

Match Ticket Category 3*3 
Match Ticket Category 2*3

Frank O Leary
James Nolan

Price €1850 + extras
Price €1825 + extras

Mr Michael Barrett
Mr Stephen O Reilly

29 Racecourse Way 
6 St Bridgets Road

Naas
Kenmare


Co Kildare
Co Kerry

Hotel Kotiazky
Hotel Gaja

Luftansa
Wizz Air

Gdansk
Gdansk

Dublin Airport 
Shannon Airport 

Poznan Airport 
Poznan Airport 

Match Ticket Category 3*3 
Match Ticket Category 1*3

Ger Murphy
John Lombard

Price €1795 + extras
Price €1850 + extras
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