
IN MS WORD Create and Design  
1. Full notebook with pages with a Cover Page 

2. Admission form  

3. Resume 

4. Certificate. 

5. Enquiry Forms  

6. Leaflets/brochures.  

7. Business Cards. 

8. Menu Card 

9. Make book content page or index page. 

10. Create a letterhead  

11. Identity card.  

12. Purchase order  

13. Mark sheet 

14. Date Sheet 

15. Create a Mail Merge File for Ten Students and send them time table/Date Sheet. 


