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Spring 2002
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Michelle Montemayor

ETEC 546 CA 4 CRITERIA
OBJECTIVE each scholar will develop for a course that they might teach or presently teaching, a CORRESPONDENCE MAIL MERGE LETTER (MICROSOFT WORD), in accordance with the criteria indicated below. 

RATIONALE in order to maintain a productive working environment, teachers who work in that environment need to know what computer application software they are expected to know and what the benefits of knowing these applications are. 

CRITERIA it is expected that each scholar will: 
  

	ETEC 546 CA 4 CRITERIA
	ASSIGNED POINTS

	One inch margins with bold, italic, and plain text styles (use at least two different fonts and styles) X 5
	 

	Include statement of purpose X 5
	 

	Develop a database of five people, with letters to those individually, and the merge field letter (there should be five letters) X 20
	 

	Compose using a standard letter format with writing quality (clarity of expression, word precision, liveliness, transitions, interests, pacing, etc.) X 20
	 

	Type with Substance and quality of thought (depth of discussion, critical analysis, etc.) X 20
	 

	Grammar and Style (correct punctuation, grammar, appropriateness, etc.) X 20
	 

	Careful consideration given to margins, headings and overall appearance. Everything should fit on one side of one 8.5 by 11 page and it should be clearly reproduced on to high quality paper so that it will look professional X 10
	 

	TOTAL
	 

	TOTAL/100
	 

	 LETTER GRADE
	 


RESOURCES solicit information from administrators at the institution where you teach and have those administrators review the merge document you develop.
EVALUATION in order to earn credit for this assignment the materials submitted must meet the specific criteria stated above.  

PURPOSE: to demonstrate my ability to utilize more advanced features of word processing by composing an organized template letter and merging it with a database that I also created.  This skill will enhance my professional presentation in the classroom.
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   Michelle Montemayor

April 12, 2002

To the Parents/Guardians of «FirstName» «LastName»
«Address1»
«City», «State»  «PostalCode»
Dear Families,

I would like to take this opportunity to welcome you and your child back to Honey Hollow Science Academy.  I hope you had a wonderful and restful vacation.  For those of you joining us for the first time, “Welcome!”  My name is Michelle Montemayor.  I consider it a privilege to work at Honey Hollow and serve your community.

The fourth grade curriculum is both challenging and exciting.  I plan to make it more stimulating by assigning special projects, incorporating engaging activities, and getting the students more involved in their own education.  Of course, included with these activities are the three “R”s (Reading, wRiting and aRithmetic).  They will be stressed in class assignments and reinforced in the homework.

Our children are special and deserve an environment that fosters learning.  I want to maintain a climate in which they are both happy and productive.  To accomplish this end, we discussed behavior expectations and incorporated classroom rules.  I will send this information home for you and your child to review.  I expect all my students to come to school ready and willing to learn.  I do my part by providing a positively charged learning atmosphere for my class.  I know that along with your assistance, they will be prepared.  

I would like to take this opportunity to invite you to “Back to School Night” at Honey Hollow Science Academy on Thursday, April 25, 2002.  I will be in Room 21 from 6:00 p.m. to 7:00 p.m.  I hope to see you there!  I look forward to meeting all of you and working together with you to make this year a highly successful year for our children.

If you have any questions or concerns, please feel free to contact me at school at (909) 485-5810.  

Sincerely,

Michelle Montemayor





   Michelle Montemayor

April 12, 2002

To the Parents/Guardians of Martin Sheen
1234 Townshend Road
Pollster, MD  55555
Dear Families,

I would like to take this opportunity to welcome you and your child back to Honey Hollow Science Academy.  I hope you had a wonderful and restful vacation.  For those of you joining us for the first time, “Welcome!”  My name is Michelle Montemayor.  I consider it a privilege to work at Honey Hollow and serve your community.

The fourth grade curriculum is both challenging and exciting.  I plan to make it more stimulating by assigning special projects, incorporating engaging activities, and getting the students more involved in their own education.  Of course, included with these activities are the three “R”s (Reading, wRiting and aRithmetic).  They will be stressed in class assignments and reinforced in the homework.

Our children are special and deserve an environment that fosters learning.  I want to maintain a climate in which they are both happy and productive.  To accomplish this end, we discussed behavior expectations and incorporated classroom rules.  I will send this information home for you and your child to review.  I expect all my students to come to school ready and willing to learn.  I do my part by providing a positively charged learning atmosphere for my class.  I know that along with your assistance, they will be prepared.  

I would like to take this opportunity to invite you to “Back to School Night” at Honey Hollow Science Academy on Thursday, April 25, 2002.  I will be in Room 21 from 6:00 p.m. to 7:00 p.m.  I hope to see you there!  I look forward to meeting all of you and working together with you to make this year a highly successful year for our children.

If you have any questions or concerns, please feel free to contact me at school at (909) 485-5810.  

Sincerely,

Michelle Montemayor





   Michelle Montemayor

April 12, 2002

To the Parents/Guardians of Chellsey Minco
5678 Priestly Avenue
Pentium, MD  55554
Dear Families,

I would like to take this opportunity to welcome you and your child back to Honey Hollow Science Academy.  I hope you had a wonderful and restful vacation.  For those of you joining us for the first time, “Welcome!”  My name is Michelle Montemayor.  I consider it a privilege to work at Honey Hollow and serve your community.

The fourth grade curriculum is both challenging and exciting.  I plan to make it more stimulating by assigning special projects, incorporating engaging activities, and getting the students more involved in their own education.  Of course, included with these activities are the three “R”s (Reading, wRiting and aRithmetic).  They will be stressed in class assignments and reinforced in the homework.

Our children are special and deserve an environment that fosters learning.  I want to maintain a climate in which they are both happy and productive.  To accomplish this end, we discussed behavior expectations and incorporated classroom rules.  I will send this information home for you and your child to review.  I expect all my students to come to school ready and willing to learn.  I do my part by providing a positively charged learning atmosphere for my class.  I know that along with your assistance, they will be prepared.  

I would like to take this opportunity to invite you to “Back to School Night” at Honey Hollow Science Academy on Thursday, April 25, 2002.  I will be in Room 21 from 6:00 p.m. to 7:00 p.m.  I hope to see you there!  I look forward to meeting all of you and working together with you to make this year a highly successful year for our children.

If you have any questions or concerns, please feel free to contact me at school at (909) 485-5810.  

Sincerely,

Michelle Montemayor





   Michelle Montemayor

April 12, 2002

To the Parents/Guardians of Harland Escrow
8854 Principal Street
Pollster, MD  55555
Dear Families,

I would like to take this opportunity to welcome you and your child back to Honey Hollow Science Academy.  I hope you had a wonderful and restful vacation.  For those of you joining us for the first time, “Welcome!”  My name is Michelle Montemayor.  I consider it a privilege to work at Honey Hollow and serve your community.

The fourth grade curriculum is both challenging and exciting.  I plan to make it more stimulating by assigning special projects, incorporating engaging activities, and getting the students more involved in their own education.  Of course, included with these activities are the three “R”s (Reading, wRiting and aRithmetic).  They will be stressed in class assignments and reinforced in the homework.

Our children are special and deserve an environment that fosters learning.  I want to maintain a climate in which they are both happy and productive.  To accomplish this end, we discussed behavior expectations and incorporated classroom rules.  I will send this information home for you and your child to review.  I expect all my students to come to school ready and willing to learn.  I do my part by providing a positively charged learning atmosphere for my class.  I know that along with your assistance, they will be prepared.  

I would like to take this opportunity to invite you to “Back to School Night” at Honey Hollow Science Academy on Thursday, April 25, 2002.  I will be in Room 21 from 6:00 p.m. to 7:00 p.m.  I hope to see you there!  I look forward to meeting all of you and working together with you to make this year a highly successful year for our children.

If you have any questions or concerns, please feel free to contact me at school at (909) 485-5810.  

Sincerely,

Michelle Montemayor





   Michelle Montemayor

April 12, 2002

To the Parents/Guardians of Houston Valley
1339 Swan Street
Claritin, MD  55556
Dear Families,

I would like to take this opportunity to welcome you and your child back to Honey Hollow Science Academy.  I hope you had a wonderful and restful vacation.  For those of you joining us for the first time, “Welcome!”  My name is Michelle Montemayor.  I consider it a privilege to work at Honey Hollow and serve your community.

The fourth grade curriculum is both challenging and exciting.  I plan to make it more stimulating by assigning special projects, incorporating engaging activities, and getting the students more involved in their own education.  Of course, included with these activities are the three “R”s (Reading, wRiting and aRithmetic).  They will be stressed in class assignments and reinforced in the homework.

Our children are special and deserve an environment that fosters learning.  I want to maintain a climate in which they are both happy and productive.  To accomplish this end, we discussed behavior expectations and incorporated classroom rules.  I will send this information home for you and your child to review.  I expect all my students to come to school ready and willing to learn.  I do my part by providing a positively charged learning atmosphere for my class.  I know that along with your assistance, they will be prepared.  

I would like to take this opportunity to invite you to “Back to School Night” at Honey Hollow Science Academy on Thursday, April 25, 2002.  I will be in Room 21 from 6:00 p.m. to 7:00 p.m.  I hope to see you there!  I look forward to meeting all of you and working together with you to make this year a highly successful year for our children.

If you have any questions or concerns, please feel free to contact me at school at (909) 485-5810.  

Sincerely,

Michelle Montemayor





   Michelle Montemayor

April 12, 2002

To the Parents/Guardians of Michelle Marie
2386 Moreno Circle
Castelo, MD  55554
Dear Families,

I would like to take this opportunity to welcome you and your child back to Honey Hollow Science Academy.  I hope you had a wonderful and restful vacation.  For those of you joining us for the first time, “Welcome!”  My name is Michelle Montemayor.  I consider it a privilege to work at Honey Hollow and serve your community.

The fourth grade curriculum is both challenging and exciting.  I plan to make it more stimulating by assigning special projects, incorporating engaging activities, and getting the students more involved in their own education.  Of course, included with these activities are the three “R”s (Reading, wRiting and aRithmetic).  They will be stressed in class assignments and reinforced in the homework.

Our children are special and deserve an environment that fosters learning.  I want to maintain a climate in which they are both happy and productive.  To accomplish this end, we discussed behavior expectations and incorporated classroom rules.  I will send this information home for you and your child to review.  I expect all my students to come to school ready and willing to learn.  I do my part by providing a positively charged learning atmosphere for my class.  I know that along with your assistance, they will be prepared.  

I would like to take this opportunity to invite you to “Back to School Night” at Honey Hollow Science Academy on Thursday, April 25, 2002.  I will be in Room 21 from 6:00 p.m. to 7:00 p.m.  I hope to see you there!  I look forward to meeting all of you and working together with you to make this year a highly successful year for our children.

If you have any questions or concerns, please feel free to contact me at school at (909) 485-5810.  

Sincerely,

Michelle Montemayor





   Michelle Montemayor

April 12, 2002

To the Parents/Guardians of Tyler Lawrence
1098 Franchise Road
Taxis, MD  55557
Dear Families,

I would like to take this opportunity to welcome you and your child back to Honey Hollow Science Academy.  I hope you had a wonderful and restful vacation.  For those of you joining us for the first time, “Welcome!”  My name is Michelle Montemayor.  I consider it a privilege to work at Honey Hollow and serve your community.

The fourth grade curriculum is both challenging and exciting.  I plan to make it more stimulating by assigning special projects, incorporating engaging activities, and getting the students more involved in their own education.  Of course, included with these activities are the three “R”s (Reading, wRiting and aRithmetic).  They will be stressed in class assignments and reinforced in the homework.

Our children are special and deserve an environment that fosters learning.  I want to maintain a climate in which they are both happy and productive.  To accomplish this end, we discussed behavior expectations and incorporated classroom rules.  I will send this information home for you and your child to review.  I expect all my students to come to school ready and willing to learn.  I do my part by providing a positively charged learning atmosphere for my class.  I know that along with your assistance, they will be prepared.  

I would like to take this opportunity to invite you to “Back to School Night” at Honey Hollow Science Academy on Thursday, April 25, 2002.  I will be in Room 21 from 6:00 p.m. to 7:00 p.m.  I hope to see you there!  I look forward to meeting all of you and working together with you to make this year a highly successful year for our children.

If you have any questions or concerns, please feel free to contact me at school at (909) 485-5810.  

Sincerely,

Michelle Montemayor





   Michelle Montemayor

April 12, 2002

To the Parents/Guardians of Holly Litton
2476 Phoebe Lane
Format, MD  55552
Dear Families,

I would like to take this opportunity to welcome you and your child back to Honey Hollow Science Academy.  I hope you had a wonderful and restful vacation.  For those of you joining us for the first time, “Welcome!”  My name is Michelle Montemayor.  I consider it a privilege to work at Honey Hollow and serve your community.

The fourth grade curriculum is both challenging and exciting.  I plan to make it more stimulating by assigning special projects, incorporating engaging activities, and getting the students more involved in their own education.  Of course, included with these activities are the three “R”s (Reading, wRiting and aRithmetic).  They will be stressed in class assignments and reinforced in the homework.

Our children are special and deserve an environment that fosters learning.  I want to maintain a climate in which they are both happy and productive.  To accomplish this end, we discussed behavior expectations and incorporated classroom rules.  I will send this information home for you and your child to review.  I expect all my students to come to school ready and willing to learn.  I do my part by providing a positively charged learning atmosphere for my class.  I know that along with your assistance, they will be prepared.  

I would like to take this opportunity to invite you to “Back to School Night” at Honey Hollow Science Academy on Thursday, April 25, 2002.  I will be in Room 21 from 6:00 p.m. to 7:00 p.m.  I hope to see you there!  I look forward to meeting all of you and working together with you to make this year a highly successful year for our children.

If you have any questions or concerns, please feel free to contact me at school at (909) 485-5810.  

Sincerely,

Michelle Montemayor





   Michelle Montemayor

April 12, 2002

To the Parents/Guardians of James Castelo
9255 Loop Central
National, MD  55552
Dear Families,

I would like to take this opportunity to welcome you and your child back to Honey Hollow Science Academy.  I hope you had a wonderful and restful vacation.  For those of you joining us for the first time, “Welcome!”  My name is Michelle Montemayor.  I consider it a privilege to work at Honey Hollow and serve your community.

The fourth grade curriculum is both challenging and exciting.  I plan to make it more stimulating by assigning special projects, incorporating engaging activities, and getting the students more involved in their own education.  Of course, included with these activities are the three “R”s (Reading, wRiting and aRithmetic).  They will be stressed in class assignments and reinforced in the homework.

Our children are special and deserve an environment that fosters learning.  I want to maintain a climate in which they are both happy and productive.  To accomplish this end, we discussed behavior expectations and incorporated classroom rules.  I will send this information home for you and your child to review.  I expect all my students to come to school ready and willing to learn.  I do my part by providing a positively charged learning atmosphere for my class.  I know that along with your assistance, they will be prepared.  

I would like to take this opportunity to invite you to “Back to School Night” at Honey Hollow Science Academy on Thursday, April 25, 2002.  I will be in Room 21 from 6:00 p.m. to 7:00 p.m.  I hope to see you there!  I look forward to meeting all of you and working together with you to make this year a highly successful year for our children.

If you have any questions or concerns, please feel free to contact me at school at (909) 485-5810.  

Sincerely,

Michelle Montemayor





   Michelle Montemayor

April 12, 2002

To the Parents/Guardians of Vanessa McCormick
3000 Healthy Drive
Minco, MD  55556
Dear Families,

I would like to take this opportunity to welcome you and your child back to Honey Hollow Science Academy.  I hope you had a wonderful and restful vacation.  For those of you joining us for the first time, “Welcome!”  My name is Michelle Montemayor.  I consider it a privilege to work at Honey Hollow and serve your community.

The fourth grade curriculum is both challenging and exciting.  I plan to make it more stimulating by assigning special projects, incorporating engaging activities, and getting the students more involved in their own education.  Of course, included with these activities are the three “R”s (Reading, wRiting and aRithmetic).  They will be stressed in class assignments and reinforced in the homework.

Our children are special and deserve an environment that fosters learning.  I want to maintain a climate in which they are both happy and productive.  To accomplish this end, we discussed behavior expectations and incorporated classroom rules.  I will send this information home for you and your child to review.  I expect all my students to come to school ready and willing to learn.  I do my part by providing a positively charged learning atmosphere for my class.  I know that along with your assistance, they will be prepared.  

I would like to take this opportunity to invite you to “Back to School Night” at Honey Hollow Science Academy on Thursday, April 25, 2002.  I will be in Room 21 from 6:00 p.m. to 7:00 p.m.  I hope to see you there!  I look forward to meeting all of you and working together with you to make this year a highly successful year for our children.

If you have any questions or concerns, please feel free to contact me at school at (909) 485-5810.  

Sincerely,

Michelle Montemayor





   Michelle Montemayor

April 12, 2002

To the Parents/Guardians of Ruby Tuesday
1451 Recon Way
National, MD  55557
Dear Families,

I would like to take this opportunity to welcome you and your child back to Honey Hollow Science Academy.  I hope you had a wonderful and restful vacation.  For those of you joining us for the first time, “Welcome!”  My name is Michelle Montemayor.  I consider it a privilege to work at Honey Hollow and serve your community.

The fourth grade curriculum is both challenging and exciting.  I plan to make it more stimulating by assigning special projects, incorporating engaging activities, and getting the students more involved in their own education.  Of course, included with these activities are the three “R”s (Reading, wRiting and aRithmetic).  They will be stressed in class assignments and reinforced in the homework.

Our children are special and deserve an environment that fosters learning.  I want to maintain a climate in which they are both happy and productive.  To accomplish this end, we discussed behavior expectations and incorporated classroom rules.  I will send this information home for you and your child to review.  I expect all my students to come to school ready and willing to learn.  I do my part by providing a positively charged learning atmosphere for my class.  I know that along with your assistance, they will be prepared.  

I would like to take this opportunity to invite you to “Back to School Night” at Honey Hollow Science Academy on Thursday, April 25, 2002.  I will be in Room 21 from 6:00 p.m. to 7:00 p.m.  I hope to see you there!  I look forward to meeting all of you and working together with you to make this year a highly successful year for our children.

If you have any questions or concerns, please feel free to contact me at school at (909) 485-5810.  

Sincerely,

Michelle Montemayor
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