	Unit Title: Create bespoke business documents

	URN: T/506/1915
	
	

	Credit Value: 4
	
	

	Level: 3
	
	

	

	
	Assessment Method
	Evidence Ref.

Page number, Method
	Assessor Decision 

Sign and Date

	You must be able to: 

	1. Understand how to create bespoke business documents.

	1.1 Explain the use of bespoke business documents.
	
	
	

	1.2 Describe the factors to be taken into account in selecting the appropriate method of presenting a business document.
	
	
	

	1.3 Describe the use of technology to create bespoke business documents.
	
	
	

	1.4 Explain the purpose and requirements of corporate identity in bespoke business documents.
	
	
	

	1.5 Analyse different design techniques used to create attractive bespoke business documents.
	
	
	

	1.6 Explain the factors to be taken into account in evaluating the impact of bespoke business documents.
	
	
	

	2. Be able to design bespoke business documents.

	2.1 Confirm the purpose, nature, content, style, quality standards, audience and deadline of the document.
	
	
	

	2.2 Identify the optimum method of presenting the document.
	
	
	

	2.3 Create design options that meet the specification.
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	2.4 Take into account feedback from stakeholders.
	
	
	

	3. Be able to create bespoke business documents.

	3.1 Include content that meets the brief, is accurate and grammatically correct.
	
	
	

	3.2 Include content that meets the brief, is accurate and grammatically correct.
	
	
	

	3.3 Integrate non-text items into the agreed layout.
	
	
	

	3.4 Present documents within the agreed timescale.
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