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	Assessment Evidence

	You need to produce six original documents for different purposes that show a range of writing styles and layouts.  The documents can be in printed form or shown on screen. 
You must produce notes describing the documents and comparing two of them with three different layouts used by organisations for the same type of document.  You also need to produce an evaluation of your work.

	To achieve a Pass you must show you can:
	To achieve a Merit you must also show you can:
	To achieve a Distinction you must also show you can:

	P1      choose and use appropriate writing styles and layouts so that your documents work as intended
P2      make appropriate use of page orientation, paragraph formats, line spacing, headings, margins, headers/footers, tabs, bullets, fonts, borders and shading to enhance your documents
P3       originate suitable information and combine it appropriately with different types of material selected from other sources to create combinations of text, pictures, drawings, charts and tables
P4     show you can check the accuracy of your work and keep backup copies of all files
P5      describe clearly and compare different layouts used by organisations with your own layouts, identifying similarities and differences.
	 
	M1     make imaginative use of document layouts and presentation techniques to achieve good quality and an appropriate impact in your documents
M2      show you have proof-read your work and corrected obvious errors
M3      provide relevant explanations for the differences between each of the documents used by different organisations and your own documents
M4      work independently to produce your work to agreed deadlines
M5      save and annotate draft work to show clearly the development process for two of your documents.
	 
	D1      organise different types of information into a convincing and coherent presentation
D2      ensure that information is accurate and concise and is presented in ways that make it easy to understand
D3      use technical language fluently and produce clear, coherent and comprehensive explanations and annotations
D4      provide a constructive evaluation of your documents that identifies good and less good features, suggests possible improvements to them and compares them with standards used by organisations.
 
	 

	When you have been awarded ALL the PASS criteria you will know that you have achieved a PASS grade for this Unit.
	 
	When you have been awarded ALL the MERIT criteria (and all the PASS criteria) you will know that you have achieved a MERIT grade for this Unit.
	 
	When you have been awarded ALL the DISTINCTION criteria (and all the PASS & MERIT criteria) you will know that you have achieved a DISTINCTION grade for this Unit.
	 



