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Unit Title: Produce documents in a business environment

	URN: T/601/2482
	
	

	Credit Value: 4
	
	

	Level: 2
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Page number, Method
	Assessor Decision 
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	You must be able to: 



	1. Understand the purpose of producing high quality and attractive documents in a business environment


	1.1 Outline different types of documents that may be produced and the different styles that could be used

	
	
	

	1.2 Describe different formats in which text may be presented

	
	
	

	1.3 Explain the purpose and benefits of producing high quality and attractive documents

	
	
	

	2. Know the resources and technology available and how to use them when producing

documents in a business environment


	2.1 Describe the types of resources available for producing high quality and attractive documents

	
	
	

	2.2 Outline ways of using different resources to produce documents

	
	
	

	2.3 Describe different types of technology available for inputting, formatting and editing text, and their main features

	
	
	

	3. Understand the purpose of following procedures when producing documents in a

business environment


	3.1 Explain the benefits of agreeing the purpose, content, style, and deadlines for producing documents
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	3.2 Outline different ways of organising content needed for documents

	
	
	

	3.3 Outline ways of integrating and laying out text and non-text

	
	
	

	3.4 Describe ways of checking finished documents for accuracy – including spelling, grammar and punctuation – and correctness, and the purpose of doing so

	
	
	

	3.5 Explain the purpose of storing documents safely and securely, and ways of doing so

	
	
	

	3.6 Explain the purpose of confidentiality and data protection when preparing documents

	
	
	

	3.7 Explain the purpose and benefits of meeting deadlines

	
	
	

	4. Be able to prepare for tasks


	4.1 Confirm the purpose, content, style and deadlines for documents

	
	
	

	5. Be able to produce documents to agreed specifications


	5.1 Prepare resources needed to produce documents

	
	
	

	5.2 Organise the content required to produce documents

	
	
	

	5.3 Make use of technology, as required

	
	
	

	5.4 Format and produce documents to an agreed style
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	5.5 Integrate non-text objects into an agreed layout, if required

	
	
	

	5.6 Check texts for accuracy

	
	
	

	5.7 Edit and correct texts, as required

	
	
	

	5.8 Clarify document requirements, when necessary

	
	
	

	5.9 Store documents safely and securely following organisational procedures

	
	
	

	5.10 Present documents to the required format and within the agreed deadlines
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