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PRACTICAL -1
DESIGNING A CARD/CERTIFICATE/POSTER

Students , you all are supposed to design a
CARD/CERTIFICATE/POSTER on the topic given below
in Ms Word according to the first letter of your name. (
Sample picture is given )

1. Wedding Invitation Card ( include the new norms that are
applied after the lock down like not more than 50 guests,
wear a mask, social distancing etc. ) ( Name starting from
AtoF)

Cordiaily request the pleaswre of your company
on the joyous occasion of their marriage

At the Church | Hotef | Half,
on Saturday, 14th February, 2015
at 2.00 O'Clock

And Reception at 7.00 O'Clock

Venue:
Place Name, Address, City and State.

\ today’s happiness and love,

Yesterday's sweet memories
] And juture’s dreams...”

»»}5’ ~ “Bless the couple for

\ 7
Bride's Parent's Names
Groom's Parent's Names

Additional Information..

2. . Your school has organised Annual Sports Day . Design the
certificate including the school name, Participant name ,position
and the event (format with borders ,pictures etc.)

( Name starting from G toN)



CERTIFICATE of PARTICIPATION

NAME AND SURNAMI

CLASS SCHEDULE
MATH | 8200 ~8:85
o] G20~ 145
1000 ~ 085

OPEN YOUR BOOK &
TURN TO PAGE 32

3. Poster to aware the
people against the cruelty
done to innocent animals.
( Name starting from O
toZ)

Instructions-

1. Design it and take the printout. Paste the printout
on the left side of Practical file ( same as your
Science practical file.)

2. On the right hand side of the file, first write the

guestion and then design the given table.



Formatting Feature Tab Group
Used

For eg. Highlighted the Home Font
heading

PRACTICAL -2
Implementing Mail Merge

Design an invitation letter to be sent to parents for orientation
program of class IX to be held on 2-July-2020 at 9:00 a.m..

Create a recipient list/data source of 10 parents and merge the
fields in the letter.

Take the printout of :

a. Recipient list/data source.
b. Letter with insert merge field.

Paste the printout of left hand side and steps in brief in right
hand side.

Note-Students, please download Libreoffice from the link

https://www.libreoffice.org/download/download/

(Version to be downloaded also depends upon the configuration of Your PC.(34 bit or 64 bit))


https://www.libreoffice.org/download/download/

