Please note that this cover letter asks you to build a new mail merge file based on the Customers table in your database.  This is to give you an additional opportunity to familiarize yourself with setting up a mail merge should its procedures be new to you.


The suggested text of the cover letter is as follows [variable text shown in brackets].  Use it to copy and paste text from this file into a new file that you use for the assignment.


Assignment cover letter





��
�



Your name (adjust column width to suit)


Your address


e.g, Babson Park, MA


02157-0310�
�
�
�
Voice  617 ( 239 ( xxxx


Fax  617 ( 239 ( xxxx


Username@babson.edu�
�



[Date - try using  Alt + i + t ]


[Osborn’s name�Osborn’s office address�Osborn’s city, state, zip - use database fields for these lines]


Dear [name - use the “Dear” field for this],


Here are my results from the first homework assignment.  I built the following tables in Access:


[place tables or screensnaps here]


They resulted in the letters which are stapled to this cover page.


I had the following questions after completing the assignment:


[please include questions here]


I have the following suggestions for improving this exercise, for the following reasons:


[please include any feedback you wish to provide here]


Sincerely,





[etc.]





