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DOCUMENT 2

4 Please key in the following standard document (o-merge

with the datafile amended tn Docuumeni 1. InserT merge
codes where indicated by * and use full justification: Print
one copy of the standardd document and also-print copies to-

all fans of classical mutsic:
N Y

%1 TLE *mnﬂ.ﬁLs *SUP\NﬁmE
¥t ET
>*k'r‘ov\n\l

* 06 eTCODE
Dear *7(7Le FoUuRwAME

FESTIVAL B00KING

This ie Yo conlivrm ou¢ conversation staling youc
in¥erest in dooking seafs fLor fne woational Mnusic
FQs”f‘\V“\' Leeds |3 +he venue on Fhis occasion.

The Featival will run fo¢ o whole week: 2
d\s%f(e(eﬁ*f stule ok music will be Leafured eo.chn A,q:y
1 undersrond ok gou ond  youy friznds are Rons
of FOUSIT musit: We \wave an exciting acfoy ol
musicians ploging Some very famous gieces,

Please &£ind enclosed the ‘orocdhuce derailing
rhe performers ond he pieces A(\'n‘f5 witl be  plaging.
Peices vory ae?em\ng on 4youl SeaTing \oeetion. @
dlscount 1s availoble fod group ‘ooo\ﬁ\v\%s.GszcﬁS afe
sel\ling 1&%‘6\3. \ would weoe Yoo o ‘c:m%wm Youy
(«esa\f\/wﬂon with a %50 ole.\css\’r oS Soon Qs

? ossiple.

| look &forwocd fo hearing krom you,

e m?«\as‘\sé
g
S evirence

SMouvrs sincecel y

Foblan Covchx3
Fes¥\val Owgav\\SQ\”

Ene



DOCUMENT 3

| Using the selected records of the Document 1 datafile;
prepave avlabel sheet; incorporating the fields shown below.
Save the label sheet-and prinkt one copy of the sheet showing
the mevge codes and one copy showing the merged labels:

ko FIniTiaLs FSURVAME

> o1 REET
%TOWN
*pPosTCODE
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DOCUMENT 5

/

Please key in the following standard document to-merge A
with the datufile created v Document 4. Insert merge coies
where indicated by * Print one copy of the standard
document and also-pront copies for all trips on2 March with-a
booking of15 seats:

N /

MEMORANDUM

To: *rnvame  FSuRNAME
FRom: Rosie QRuinn

Ref:  RQ@[TNVN

| om keen 2 fun a T ¥o ¥he Nationol Music
FeaXival 1n Leeds on ADATE. Clossical music Wil
be played on Fhisc dey which wil include eycecls
B com Fmosic, |\ \ove Sgoken Yo "#Coﬁf_‘.’? w\ho

hWas oaceed ¥o organise this. Emgnasise
Frese wodds,

We need Ao Pook o{minimum of kNUmBeER SQcﬁ‘a
€0¢ (=% Svou? diSC-OUJ\'\“- Cowny ~\.50u_ CL(‘\"O.Y\%Q QO( o
S9ecial Llver —\'o’ be circulated o owr members
(equesating Yhem To  Yelephone *conTtacT befoce

Hpay ol next week?

We must ook $utct\3‘ \"\OQ-&Q-U«\\g we  ghould
hen ‘oo odle Yo feServe  OWC  grakecred seats.
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