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Monaghan Institute of Further Education and Training

Question 1 – Create the Data Source
1.1 Open Excel and create the following data source based on the Garage Theatre Mailing List.
	Title
	First Name
	Surname
	Address 1
	Address 2
	County

	Miss
	Jane
	Thomas
	Drogheda Drama College
	Drogheda
	Co. Louth

	Mr 
	Patrick
	McKenna
	Silverstream
	Tyholland
	Co. Monaghan

	Ms
	Emma
	Jones
	Liffey School of Drama
	22 O’Connell Street
	Co. Dublin


1.2 Ensure that you label each column and the worksheet appropriately.
1.3 Save the data source “Garage Theatre Mailing List’.
Question 2 – Create, Sort and Merge the Mail Merge Document
2.1 Link a blank document to the data source spreadsheet you created in Question 1.  
2.2 Type the following letter inviting customers to see the performances in the Garage Theatre. 
<Insert the address as appropriate>
Dear <Insert a formal title as appropriate>
I attach a copy of a brochure and price list of the shows/dramas/ballets which will be shown during the next six months at the garage theatre. 

If you wish to book any of the shows please telephone 047 81210. You may pay for your booking by credit card or cheque. 

<Insert name of guest as appropriate> at the end of the year we are hosting a “Friends of the Theatre” party. You are cordially invited to attend at 7.30pm on 10th of December 2009.  As you are currently on our mailing list I will forward your invitation in the near future. 

Yours sincerely
Jason Byrne
Theatre Director

