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The annual NALP Directory of Legal Employers, wwalpdirectory.com, is the most widely
used directory in legal recruiting. The 2007-200&ien includes information on more than
1,700 employers nationwide and is an invaluabléftagob searchers, career counselors, and
legal recruiters alike.

To access the NalpDirectory and download contact farmation FOR FREE, log into the
GWU LAW Portal. Go to “Law School Resources” and tick on the special link:
“NalpDirectory of Legal Employers.”

Creating the Data File
1. Conduct a Search and identify firms to which yowlddike to send a cover letter and
resume.

ADVANCED SEARCH

Ernplover Type: [0 - Corporate
[Hold <CTRL: or <Shift: to select G - Covernrment

multiplel | e ) s Firm
P - Public Interest

Emplayer Marme:
City:
State/Provinee: | [4LL] L
Country | [aLL] R
Office Range Size: [ALL] L
Firm Range Size: [ALL] L

Practice Areas: [[administrative Y
[Hold <CTRL> or <Shift> to select Admiralty

multiple’) ,ﬁ,gril:l.l [ture
Antitrust
Appellate

2. Click on the envelope icon to “Mail Merge” and thé@ownload and save the mail merge
file on your computertfere is a maximum of 50 employers PER download, Ibyou
can download as many times as you want

3. The file is in ASCII delimited text and looks like:

"Prefix","First Name","Last Name","Title","Organitian","Office Address1","Office Address2","Office
City","Office State","Zip"

"Ms.""Kai E.","Wilson","Legal Recruiting Managet'Bingham McCutchen LLP","2020 K Street,
Nw","" "Washington","DC","20006"



4. Open up Excel, and select “File” then “Open”, makee to select “All Files” in the File
Type dialog box.
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5. Select to open your saved mail merge file, andzawi will pop up.



Text Import Wizard - 5tep 1 of 3

The Text \Wizard has determined that vour data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes vour data.

Criginal data tvpe
Choose the file type that best describes wour data:

{s i - Characters such as commas o tabs separate each field.
(" Fixed width - Fields are aligned in columns with spaces between each field.
Skark impork ak row: 1 El: File arigin: 437 : OEM United States j

Preview of file Ci\Documents and Settings, . \sdriscolli@law_gwu_edu_03-21-2006_1,Ext,

"Prefix","First MName","Last Nawe", "Title","Organization", "0ffic -
"M=z_","Fai E.","Wilson","Legal Becruiting Manager", "Bingham McCy

"M=z_","Elvera M. A " "Pollard", "Attorhey Recruiting Administrato
"M=_ ", "Wera M. ", "Brodus","Legal Becruiting Coordinator", "Boies,
"Mr=_","Eristen", "Koppel","Legal Recruiting Manhager", "Adams and_:J

i
Cancel | Mexk = | Einish |

6. Data is “delimited” then click “Next. Deselect “@aand put a check mark before
“Comma” then click “Next”

- |m|¢|m|N|H

Text Import Wizard - Step 2 of 3

This screen leks wou set the delimiters your daka contains, ‘You can see
hiowe wour ket is affected in the preview below,

Defimiters = . [ Treat consecutive delimiters as one
[ Tab [ Semicolon v ‘Comma:
| Space | Cther: l_ Text qualifier: il

Data preview

Prefix [First Name ast MName [Title by
= ai E. ilson egal BRecruiting Manager i3
1= lwera M. &, [Pollard ttorney Recruiting Administrator BLJ
1= aera M. rodus egal Becruiting Coordinator u]
flr=. risten oppel egal RBecruiting Manager d_:J

< v
Cancel < Back || Mext = | Finish |

7. On this step, scroll to the right until you see zigecode column. Make sure that the
“column data format” is denoted as “text” and NQjeheral.” Otherwise for states with

zips that start with zero, the first zero is drappeThen click “Finish.”



Text Import Wizard - 5tep 3 of 3 @EI

This screen leks vou select each calumn and st alumn data Farmat
the Data Farmat, ("~ Generdl
‘"General' converts numeric walues to numbers, date (% Teut!
walues ko dates, and all remaining walues to bext,  Date: |I'-“ID'1" j

" Do nok impork calurn {skip)

gdvanced. .

Data preview

Coporal Coporal Concral
Nffice AddressZ [Dffice City Pffice State
ashington pC
ASHINGTON pC
Fuaite 200 ashington pC
Puite 510 2outh [fashington pC

Cancel < Back | Einish |

8. Your Excel spreadsheet will look like this.
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1 |F'reﬁ}{ I;First MameLast MameTitle Organizati Office Add Office Add Office City Office Stat Zip
2 M=, Fai E. Wilson  Legal RectBingharm W2020 K Street, MW MWashingto DC 20006
3 Ms. Elvera M.APollard  Attorney RBLANK ROE00 NEW HAMPSHIRWASHING DC 20037
4 M=, “Wera M. Brodus  |Legal RecrBoies, Scho301 Wisc Suite 800 Washingta DC 20015
g Mrs. Kristen  Koppel |Legal RectAdams anid01 Sth 5t Suite 610 !'Washingta DC 20004
B Mz, Amy Fredenburt Manager o Amold & FS55 12TH STREET, MYWashingto DC 20004
7 |Ms. Meghan C.Barry Director of Baker & MB15 Connecticut AvenWashingto DC 20005
g M=, Fatricia A Birkes Office Adrr Andrews k1350 | Srer Suite 1100 Washingta DC 20005
= Sue 5. Forter Director of Baker, Dor555 Elever Bth Floor  Washingta DC 20004
10 M=, Sharan W, Harris Director of Baach Rob 1201 F Str Suite 500 Washingta DC 20004-1225
11 |Ms. DEBORAEMOORE  HR MAMA BUCHANATOO0 K STREET, NAMWASHING DC 20006
12 [Ms. Heather  Orvis Recruiting Banner & Y1001 G St Suite 1100Washingta DC 20001
13 |Ms. Deborah A Snyder | Director of Barnes & 7750 17th S Suite 300 Washingta DC 20006
14 [Ms. Linda M. Fiscus Attarney R Beveridge 1350 | Street, NWY., Washingta DC 20005
15 [Ms. Larry Twisdale Director of BAKER & 805 15th Street, MY Wyashingto DC 0005
16 |Ms. Erin M. Johnson  (Manager o Caplin & DOne Thomas Circle, MWashingta DC 20005-5802
17 M laccira | Saketares | Samine AtCARERT FOANS0 CORMESTIC T WA SHINGE DI Fann=e

9. To make it more readable, go to “edit”, click orlext all”, then select “Format” then
“Column” then “AutoFit Selection.”



10.Clean up the data. For example, make sure BUCHANRGIERSOLL is not ALL
CAPS, or any of the contact names are not ALL CAPS.

11.Excel can also be used for organizational purpasssyou can add columns to keep
track of your application status, when you maikedvhen you called and followed up,
etc.

12. Go to the Menu bar, choose “Tools” , then selestdrs & Mailings > Mail Merge
Wizard. This opens the wizard box that will takesytbrough the process.
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13.1n the wizard box on the right hand side, selectry@ibcument type (letters, envelopes,
labels, etc.). Then click Next to continue in thieavd.

14.Select your starting document (i.e., whether youatwa use the current document that
you have open, work from a template, or open astiexj file that you created earlier).
Click Next to continue in the wizard.

15. Select recipients > select “Use an existing listd éhen click on Browse to find the list
you downloaded. This takes you to the Select Datac® dialog box. Browse to the
folder where you saved your file. Click Files ofpey All Data Sources, select your file,
and click Open.



16. This opens the Mail Merge Recipients dialog boxuan adjust the records if you wish
or accept the defaults. Click OK when you are readyontinue.

17.Click Next in the Wizard box to continue to the thetep. From here you will enter the
appropriate text fields in the appropriate typelo€ument, by selecting “More Items” in
the list. When you are creating a letter, you ghibose the name and address fields for
the inside address, the name for the salutation, et



18.1f you are creating envelopes, you will choosertame and address fields for the
envelope.

19.1f you are creating Labels, after you have insettedaddress fields, click on “Update all
labels” so that addresses are filled in all ofldieels.



