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Changing lives through learning

Qualification Unit

This unit forms part of a regulated qualification.

Unit Title: Creating Business Documents
Unit Reference Number: R/615/8145
Level: One (1)

Credit Value: Two (2)

Minimum Guided Learning Hours: 18

Learning Outcome (The Learner will): Assessment Criterion (The Learner can):

1.  Know that there are different types of 1.1 Identify different types of business
business document document and when they might be used

1.2 State why templates are used for some
business documents

2. Know why it is important to use the 2.1 Give examples of when to use a formal or
right communication style, in business informal communication style
documents

2.2 State why some businesses adopt a ‘house
style’ for certain documents

3. Be able to produce routine business 3.1 Produce routine business documents using
documents the appropriate communication style

3.2 Check document for accuracy
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