

WORD PROCESSING  Quiz
The team manager of the Parkwood Giants Tee Ball team needs to issue a notice to parents in the team providing information about various rosters and a forthcoming social function.

Your task is to create a simple database and use the mail merge capabilities of your software to produce a letter as close as possible to the one following:

The database should contain only three records and you will need to include names, addresses and any other data you feel is relevant for the production of the letter.

You will need to print out all letters, a copy of the form letter showing only the placeholders and a copy of your database.

Make sure each printout includes a header with your name.

Parkwood Giants Tee Ball

24 September, 2017

Jack & Sue Batters

118 Volley St

PARKWOOD 6147

Dear Jack & Sue,

Here are the rosters for the first three weeks of the season for your child Kathy’s team. Please make every effort to fulfill your allocated duty so as to make your child’s game run smoothly. If you are unable to make it on the specified date please swap with another parent.

	
	
	
	

	Date
	1st Base Ump
	Canteen
	Uniforms

	Oct 3
	Bond
	McKenna
	Sweeney

	Oct 10
	Johnston
	O’Brien
	Firth

	Oct 17
	McKenzie
	Hall
	McKenna

	
	
	
	


Please also note that:

1.
All players must be at their required diamond by 8.15

2.
At least one parent must be present at the game.

The club would like to invite you the following function:-

NIGHT AT THE RACES
TABLES OF 10

TICKETS $5.00

BYO SUPPER  -  BAR FACILITIES AVAILABLE

· THERE WILL BE 6 RACES

· EACH HORSE WILL BE AUCTIONED TO THE HIGHEST BIDDER

· WINNING HORSE SYNDICATE RECEIVES THE MONEY

RACES NAMED AFTER TEAMS ATTENDING

See Barbara for tickets

Yours sincerely

Barbara O’Brien

Secretary
ANSWER  WORD PROCESSING 
Printouts
3 letters 
[3 marks]

Formletter
[1 mark]

Database
[2 marks]

Parkwood Giants Tee Ball


24 September, 2007

Jack & Sue O’Brien

118 Market St

ESSENDON 3041

Dear Jack & Sue,
Here are the rosters for the first three weeks of the season for your child Kathy’s team. Please make every effort to fulfill your allocated duty so as to make your child’s game run smoothly. If you are unable to make it on the specified date please swap with another parent.


	
	
	
	

	Date
	1st Base Ump
	Canteen
	Uniforms

	Oct 3
	O’Brien
	McKenna
	Sweeney

	Oct 10
	Johnston
	O’Brien
	Firth

	Oct 17
	McKenzie
	Hall
	McKenna

	
	
	
	


Please also note that:

1.
All players must be at their required diamond by 8.15

2.
At least one parent must be present at the game .


The club would like to invite you the following function:

NIGHT AT THE TROTS
TABLES OF 10

TICKETS $5.00

BYO SUPPER  -  BAR FACILITIES AVAILABLE


· THERE WILL BE 6 RACES

· EACH HORSE WILL BE AUCTIONED TO THE HIGHEST BIDDER

· WINNING HORSE SYNDICATE RECEIVES THE MONEY


RACES NAMED AFTER TEAMS ATTENDING
See Barbara for tickets

Yours sincerely

Barbara O’Brien

** field holders - parents names, surname, street & number, suburb, postcode, child’s name

3 + 1 + 2 + 1 + 1 + 5 + 6 + 2 + 1 + 1 + 1 + 1 = Total: 25 marks
Total: 25 marks[image: image1.png]
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Set up columns/table and border


6 marks
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