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Unit 1 - AVCE

The evidence you MUST produce: six original documents created by you for different purposes to show a range of writing and presentational styles. The documents may be in printed form or shown on-screen. They must include one designed to gather information from individuals and one major document of at least three A4 pages. You must also produce a report describing, comparing and evaluating two different standard documents used by each of three different organisations (total of six documents).

	Criterion
	What this means
	Where will this be found

	E1 create new information that is clear, easy to understand, uses a suitable style and is at a level that suits the intended readers 
	Some of the documents must be created from scratch by you – using your own ideas and not something copied/pasted from somewhere else.  The style used (language and layout etc. must match the purpose of the document – so a business letter must look like a professional business letter etc.
	Some or all of the documents you have  produced

	E2 use text styles, page layout, paragraph formatting and, where appropriate, common standards for layout that suit the purpose of each document
	Make sure you have a range of these features in your documents – ie different text styles, paragraph formats and different types of layout – but they must look suitable for their purpose
	Some or all of the documents you have  produced

	E3 use and combine text, graphics, tables, borders and shading effectively
	Use this as a checklist and make sure you have at least one example of each of the items listed somewhere in at least one of your documents
	Use the checklist below this table to help you track where you have used each feature

	E4 locate, use and adapt existing information to suit a presentation and list your information sources in an appropriate form
	Include printouts of information/materials (eg graphics, text etc) that you have used in your documents which you have found from different sources – and make sure it has been changed to reflect your own style/layouts etc.  Also list your information sources – ie the website addresses and/or the details of books/magazines etc that you have used.  Best of all, create a bibliography of all your sources.
	Bibliography or list of information sources

Printouts/photocopies of original materials which you have used in your documents

	E5 describe each of the six collected documents clearly and accurately, identifying the common elements of similar documents
	Write a detailed report doing comparisons as follows:

1. Comparing the two documents you have collected from each of the 3 businesses.  So, for example, comparing a flyer with a letter from the same company.  Look and comment on language, layout, style, features, target audience, purpose, suitability etc.  Do this (of course) for all three companies – target length approx. 2 pages for each pairing – so 6 pages in total.

2. Comparing the three letters with eachother – again noting similar issues to those listed above.  Do this, of course, for the letters and for the flyers/adverts.  Target length approx. 3 pages for each document type – so 6 pages altogether.

3. Suggest how each document could be further improved as well as noting the good points.  As a guide this section should be about half a page for each of the six documents – so about 3 pages in total.

As a guide, for this section you should be looking at a minimum of 15 pages.  If you do a lot more then you are doing too much (unless it is really good stuff and you are aiming for full marks).  If you present a total of less than 6 pages you may be heading for a much lower grade.
	Report that you create – this must have a contents page, an index, and page numbering etc in the header/footer.  Your document must make use of different heading styles to ensure you can generate the contents page automatically.  Label relevant words ti generate a suitable index and include this at the end of your report.


	E6 show that you have carefully checked the accuracy of the layout and content of your six original documents and your report, and proof-read them to ensure that few obvious errors remain.
	Annotation is needed to show that you have modified your documents in the light of your own evaluations and analyses of your documents.  In addition you must check spellings, grammar and layout for obvious errors – and make certain these are corrected.  Ensure you make a note of where you have done these checks.  Note “proof-read” on pages where you have done this.
	Every document, draft and final

	C1 show, by presenting original draft copies with proof-reading corrections and annotations, how you achieved a coherent and consistent style, made good use of standard formats, placed information in appropriate positions and ensured correct and meaningful content
	For this you must use the British Standard Proof Reading symbols for at least one document – showing how you have marked up changes and then made these.  It is very important that you make clear reference to this in your own notes on correcting etc.

It is a good idea to get a colleague to proof read your documents as a further check – you could add a simple checklist to get them to sign that they have carried out the checks on each of your documents.  Make sure you check for layout errors, that you have used a consistent style (for example that all of your documents use the company logo and similar font styles/sizes where necessary – in other words they follow and develop a “corporate image”
	All of your documents – the proof reading symbols must be used consistently in at least one to show mark up of errors – if you don’t have any errors to mark up then make sure you have a version of one of your documents that does!

	C2 describe in detail the content, layout and purpose of the six collected documents, accurately evaluating good and bad points about the writing and presentation styles of similar items, commenting on their suitability for purpose and suggesting how they could be improved
	This is just E5 extended to grade C
	Your report on the 6 collected documents

	C3 work independently to produce your work to agreed deadlines.
	Make sure you finish by the date specified (end of term!)

It would be a good idea to create a Gantt chart so that you can set deadlines for yourself – then make a note of your progress towards meeting these deadlines in a simple diary that you should create.
	Gantt chart; diary

	A1 show a good understanding of writing style, presentation techniques, standards for special documents and attention to detail by organising a variety of different types of information into a single coherent, imaginative, easy to read presentation of several pages
	This is the longer document – so applies to either your business report or your 8-page booklet advertising Newton Leisure Centre.
	Booklet and/or business report

	A2 show effective skills in the appropriate use of software facilities to automate aspects of your document production, such as bullets and numbering, paragraph and heading styles, standardised layout, contents lists and indexes
	Contents page and index in your document comparison report; 

use of bullet lists and/or numbered lists somewhere in at least one document

Use automatic page numbering in longer documents

Defined heading and text styles – including printed style sheet showing the styles of text you have used in at least one document.  Make use of the “styles” feature in Word.


	Document comparison report

Document(s) including bullet lists/numbered lists

	A3 make appropriate use of lines, borders, shading, tables, graphics and writing style to create a form that is easy to understand and easy to use to enter data and retrieve the information collected
	This refers to the application form/questionnaire that you have created – use the list as a checklist and make sure everything has been included in this document
	Checklist plus the actual use of each feature in your interactive document

Use the checklist below this table to help you track where you have used each feature


	A4 show effective skills in the use of graphics to improve a presentation by making appropriate use of pictures, drawings, clip art, lines and borders, graphs or charts.
	Make use of this as a checklist to ensure that all these features have been used effectively in your documents somewhere
	Use the checklist below this table to help you track where you have used each feature


General advice from OCR:

What is needed for a grade A:

To achieve an A grade candidates should produce at least one well-written and well-presented document of several pages. This should show they have paid particular attention to detail, such as layout and removal of errors. It will also show a good understanding of writing style.

Their other documents will be accurate, well written and fairly comprehensive. The choice of fonts for body text and headings, etc will be well matched to the purposes of the documents and elements will be carefully and consistently positioned. Documents should give an overall impression of having been designed for a purpose.

Candidates’ evaluation of documents acquired from different organisations will be clear, accurate and detailed and be coherent and easy to read. Candidates will compare the different documents, discussing suitability for purpose, presentation style and layout. They will use appropriate and fluent technical language.

The candidates’ evaluation will be quite comprehensive and will contain appropriate and fluent technical language. They will identify good qualities in the documents as well as poor features that need to be improved together with suggestions for such improvement. 

Checklist for E3

	Feature used
	In which document(s) has this been used? Page number?

	Effective use of text
	

	Effective use of graphics
	

	Effective use of tables
	

	Effective use of borders
	

	Effective use of shading
	


Checklist for A3

	Feature used
	Tick if this has been used in your application form/questionnaire (and note the page number)

	Appropriate use of lines 
	

	Appropriate use of borders
	

	Appropriate use of shading
	

	Appropriate use of tables
	

	Appropriate use of graphics
	

	Appropriate use of writing style
	


Checklist for A4

	Feature used
	Tick if this has been used in your application form/questionnaire (and note the page number)

	A4 show effective skills in the use of graphics to improve a presentation by making appropriate use of…….
	

	pictures
	

	drawings
	

	clip art
	

	lines
	

	borders
	

	graphs or charts.
	


Use this to list where your evidence can be found:

	Criterion
	Pages

	E1 create new information that is clear, easy to understand, uses a suitable style and is at a level that suits the intended readers 
	

	E2 use text styles, page layout, paragraph formatting and, where appropriate, common standards for layout that suit the purpose of each document
	

	E3 use and combine text, graphics, tables, borders and shading effectively
	

	E4 locate, use and adapt existing information to suit a presentation and list your information sources in an appropriate form
	

	E5 describe each of the six collected documents clearly and accurately, identifying the common elements of similar documents
	

	E6 show that you have carefully checked the accuracy of the layout and content of your six original documents and your report, and proof-read them to ensure that few obvious errors remain.
	

	C1 show, by presenting original draft copies with proof-reading corrections and annotations, how you achieved a coherent and consistent style, made good use of standard formats, placed information in appropriate positions and ensured correct and meaningful content
	

	C2 describe in detail the content, layout and purpose of the six collected documents,

accurately evaluating good and bad points about the writing and presentation styles of similar items, commenting on their suitability for purpose and suggesting how they could be improved
	

	C3 work independently to produce your work to agreed deadlines.
	

	A1 show a good understanding of writing style, presentation techniques, standards for special documents and attention to detail by organising a variety of different types of information into a single coherent, imaginative, easy to read presentation of several pages
	

	A2 show effective skills in the appropriate use of software facilities to automate aspects of your document production, such as bullets and numbering, paragraph and heading styles, standardised layout, contents lists and indexes
	

	A3 make appropriate use of lines, borders, shading, tables, graphics and writing style to create a form that is easy to understand and easy to use to enter data and retrieve the information collected
	

	A4 show effective skills in the use of graphics to improve a presentation by making appropriate use of pictures, drawings, clip art, lines and borders, graphs or charts.
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