HOLIDAY DINNER PROJECT

Business Document Processing

You are going to plan a Holiday Dinner for 20 people (family and/or friends).  A mother, father and two children count as four guests.  You will create each of the following documents:

1. Letter of invitation to your guests (main doc for mail merge).  Be sure you include the date, time, and place of your dinner.
2. List of names and addresses of guests (in mail merge format).
3. Holiday Dinner menu  (at least 1 pre-meal appetizer, 1 meat, 2 vegetables, 1 bread, 1 beverage, and 1 dessert—yes, you can have more).
4. Recipes for 2 items on your menu.
Print a copy of your main doc and a list of your mail merge addresses.  Do a mail merge and print only the first page.  Dress up your menu with the appropriate holiday theme.  Use your main clip art image on all your documents in one form or another.  Hint:  In Publisher you can put your recipes on index cards

EVALUATION:
1. Main Doc  (format, spelling, grammar)
_______
(25 pts.)

2. Names and addresses (format, spelling)
_______
(25 pts.)

3. Merged document



_______
(10 pts.)

4. Menu





_______
(25 pts.)

5. Recipes (format, spelling, grammar)

_______
(15 pts.)






TOTAL  ______________

Comments: _______________________________________________________

_________________________________________________________________

