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Mail Merge Instructions
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IMAS#EgpcTs©

Mail Merge Instructions

Select “Mail Merge Reappointment Letter” you require.
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IMAS#EgpcTs©

Mail Merge Instructions

Click “YES”
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IMAS#EBcTS©

Mail Merge Instructions

Click on “Mailings”
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TOWN OF WESTWOOD

ALTH OF MASIACHUSETTS

BOARD OF SELECTMEN

Patrick J. Abearn, Chairman Westwood Town Hall
Nancy C.Hyde, Clerk 530 Hizh Street
Philip ¥_ Shapiro, Third Member w:;mm,,m 02080
lbdudLMTnmAﬂmmhmr 3266450

mels Dnkeman, Finance Director a;ml-am
ﬂlmlLEmier Executive Asistant wwntovnhellwestwoo d.ma us

May 10, 2012

wFirstiNamey «LastNames
wAddressnicAddress2s
wCitys , eStaten o Zipy

Dear «FirstNamen,

The Board of Selectmen is beginning the ammual process of making zppomtments to many boards and
commissions. The sppomtments we make each vear allow the town to conduet 2 considerable amount of
itz business with the benefit of experienced volunteers.

We wish to thank you for your past service on the ¢CommitteeNames. Cur records mdicate your term on
this committee ends on Jone. 30,2002, In some cases, the term on a committes is for one year, while
some are for as many as three vears. At this time, we would like to know your mterest i serving on the
«CommitteeNames for another «TermlengthAMembers vear term. We will consclidate the feadback
we receive from vou and other appomtees m order to determime reappointments, as well 2s openings for
new appomtments.

Please take a few moments to thmk zbout your mterest understandmp the importance of your
responsibilities when serving on 2 committee. If you are interested m beinp reappointed, please let me
know either through an email or via a letter no later than Friday, May 27, 2011. Also, please provide
vour primary contzct mformation and current email so we may update our records.

Letters can be sent to Westwood Town Hall, Selectmen’s Office, J80 High: Streef, Westwood, MA. 020%0.
Emails should be sent to Ellen Hurley at ghurley@townhall westwoed maus .

Regards,

Blnphuy
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IMAS#EBcTs®

Mail Merge Instructions

Click on “Select Recipients’”, then click on “Use Existing List”
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IMAS#EBcTs®

Mail Merge Instructions

Go to EBCTS folder on YOU‘R C: drive
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IMAS#EBcTs®

Mail Merge Instructions

Select the front-end “EBCTS.MDB”
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IMAS#EBcTS©

Mail Merge Instructions

CI|ck on ”V|ew Merged Data”
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Merge data can be viewed and paged through by clicking the arrows right or left.
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IMAS#EBcTS©

Mail Merge Instructions

Click on “Finish & Merge” then select “Print Documents” to complete processing.
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