Guide to the

December 1 Mail Merge
1. Go to www.nalpdirectory.com and click on “Advanced Search.”

2. Fill in the necessary information (usually all you need is to select “Law Firm,” enter the City, and select “Organization that hire 1Ls.

3. On the next screen, select all the firms by checking the box next to “Employer Name” at the top of the chart.

4. Click on the first icon above the chart that looks like an envelope – this is the Mail Merge icon.

5. Enter in your official UVA email address (i.e., mst3k@virginia.edu). Then click “Continue.”  (Note:  If the next page tells you that you need to pay for the merge file, click on “back” and try the default email address “jqp1a@virginia.edu.”  This is the email for the 2006-07 school year and is subject to change each year – contact career services)

6. Click on “Click here to download” and save the file as a “txt” file to the desktop.

7. Open Microsoft Excel and go to File > Open, select “Files of type: All Files” and double click on the file you just saved.
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8. Select “Delimited” and click “Next.”
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9. Select “Comma” and click “Finish.”
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10.  Save the file as an excel file (be sure to change “Save as type” at the bottom to “Microsoft Office Excel Workbook”).
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11. Exit the Excel file.  Open Microsoft Word and type up your cover letter, leaving blanks for where you want to include the firm’s name.  Select Tools > Letters and Mailings > Mail Merge.  A bar should show up on the right.
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Decermber 1, 2006
[BLOCK ADDRESS]

Dear [NAME]

Tam a first-year student af the University of Virginia School of Law. Despite the long hours and
dense material that I have encountered throughout my first semester of law school, I find that T
still have an insatiable desire to continue reading case after case, learning the law as I go along,
and it is because of this that T know I have chosen the right profession. I write to you because [
am highly interested in a summer position with [FIRM NAME] in Virginia Beach.

Having lived in Chesapeake and Virginia Beach for the past 15 years, T have come to appreciate
and love the Hampton Roads arca. Norfolk's already thriving downtown area and Virginia
Beach's newly developed and rapidly expanding downtown area cause these cities to well-
complement my inferest in corporate and business law, and, when combined with my exireme
diligence and dedication, T am certain that I would be a remendous asset to your summer
program.
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12.  Select “Letters” and click “Next” at the bottom.
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Dear [NAME]
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still have an insatiable desire to continue reading case after case, learning the law as I go along,
and it is because of this that T know I have chosen the right profession. I write to you because [
am highly interested in a summer position with [FIRM NAME] in Virginia Beach.

Having lived in Chesapeake and Virginia Beach for the past 15 years, T have come to appreciate
and love the Hampton Roads arca. Norfolk's already thriving downtown area and Virginia
Beach's newly developed and rapidly expanding downtown area cause these cities to well-
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13. Select “Use the current document” and click “Next” at the bottom.
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dense material that I have encountered throughout my first semester of law school, I find that T
still have an insatiable desire to continue reading case after case, learning the law as I go along,
and it is because of this that T know I have chosen the right profession. I write to you because [
am highly interested in a summer position with [FIRM NAME] in Virginia Beach.

Having lived in Chesapeake and Virginia Beach for the past 15 years, T have come to appreciate
and love the Hampton Roads arca. Norfolk's already thriving downtown area and Virginia
Beach's newly developed and rapidly expanding downtown area cause these cities to well-
complement my inferest in corporate and business law, and, when combined with my exireme
diligence and dedication, T am certain that I would be a remendous asset to your summer
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14. Select “Use an existing list” and click “Browse” beneath it.  Find and select your Excel file and click on “Open.”
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15. Click on OK.
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16. Make sure everything is selected, click OK, then click on “Next: Write your letter” at the bottom-right.
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17. Position your cursor to wherever you want to insert a field (such as the recruiter’s name, the name of the law firm, or the address field, and click on “More items…”
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18. Select the field you want to include and click on “Insert.”  Click on “Close,” position your cursor to the new location, and repeat until you are finished.  You’ll see the field show up on your screen wherever your cursor was.
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19. Click on “Next” at the bottom, and you will see a preview of your document.  Check to make sure it looks right for this sample one.  If something is wrong (a missing space or comma, etc.), click on “Previous” and make your adjustments.
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Dear Ms. Lenzner.

Tam a first-year student at the University of Virginia School of Law. Despite the long hours and
dense material that I have encountered throughout my first semester of law school, I find that T
still have an insatiable desire to continue reading case after case, learning the law as I go along,
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20. Click on “Next: Complete the merge” and then on “Edit individual letters…”  Select “All” and click on “OK.”
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Dear Ms. Lenzner.

Tam a first-year student at the University of Virginia School of Law. Despite the long hours and
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still have an insatiable desire to continue reading case after case, learning the law as I go along,
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21. Congratulations!  You now have a Word document with all of your cover letters.  Go through and make any necessary changes (removing “LLP,” etc., checking for caps, removing unnecessary periods).  Save, print, and you’re done!
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still have an insatiable desire to coftinue reading case after case, learning the law as I go along,
and it is because of this that T know I have chosen the right profession. I write to you because I
am highly interested in a summer position with BRACEWELL & GIULIANI LLP - NEW
YORK in Virginia Beach
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