Documents Assessment Criteria


	You need to produce the documents that you have been asked so that your skills and knowledge of this area have been demonstrated. 


	Criteria
	Evidence Required
	Which document demonstrates this evidence
	Comments (including Teacher’s signature as witness to safe working)

	1- Show that your documents work are appropriate for the task set. (E&BU)
	Choose and use appropriate writing styles and language.

	
	

	
	Choose and use appropriate layouts to achieve the required business outcome for Margaret Dunham.

	
	

	2 - Make appropriate use of the following to enhance your documents for the business e.g. layout improvements made using margins or line spacing. (EC, E&BU)
	Page orientation - landscape/portrait
	
	

	
	Paragraph formats
	
	

	
	Line spacing
	
	

	
	Headings
	
	

	
	Margins
	
	

	
	Headers/footers
	
	

	
	Tabs
	
	

	
	Bullets
	
	

	
	Fonts
	
	

	
	Borders
	
	

	
	Shading
	
	

	3- Include different types of materials selected from other sources. Be aware of financial implications for the business regarding copyright etc. (FL)
	Text
	
	

	
	Pictures
	
	

	
	Drawings
	
	

	
	Charts
	
	

	
	Tables
	
	

	4 – Show your development of documents through rough drafts and annotation.  Evaluate your documents. (E&BU)

	Annotated drafts showing development

An evaluation which has commented on strengths of documents, areas for improvements etc.
	
	

	5 - Show that you can use safe working practices when working on documents. (FL)
	Check the accuracy of your work – proof reading, spell checking etc.

	
	

	
	Keep back up files - screen grab of A: drive. Show understanding of why loss of data has financial implications.

	
	

	
	Work safely in the ICT environment.
	
	

	6 - Worked independently and/or effectively as a team. (EC)
	You have kept to deadlines set and worked well as a team.
	
	













Page 1 of 2

