Comparing my Business Documents

[image: image1.wmf]You are only comparing two of your business documents.  These have to be created using different software applications.  You can choose which ones to compare.

· Write a report in word using each of the sub headings below.  Write as much detail as you possibly can for each section.
· If you are describing the memo use pg 140 of the booklet about memos and the word processing skills book pg 20-22.

· If you are describing the Business letter use pg 139 of the booklet and the word processing skills book pg 20-22.

· If you are describing the newsletter use section 14, called desktop publishing.
· If you are describing the invoice use pg 232 of the booklet about invoices and pg 25-27 on spreadsheets

Purpose
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1. What is the purpose of each document e.g. To provide a special offer or to remind someone of an event etc. Use the appropriate section of business communications booklet to help you.   
Content
2. Discuss what your business documents are about?  What information do they contain? 
Layout
3. What size paper has been used? (This handout is A4- A3 is the largest, A5 is the smallest). Why?
4. What fonts have been used? Why?
5. What colours have been used for the fonts and background? Why?
6. [image: image3.wmf]Describe any images or logos used.  What colours have been used and why?  Where on the page is the image or logo? Why is it there?
7. Where on the page is the largest area of blank space?
Software
7) Discuss why you chose the software selected to produce the documents and an alternative application that could have been used.  Use the appropriate section of business communications booklet to help you.
Examples:-

· “Word by Microsoft is a useful program for the memo because it has a built in helper or wizard that is easier to use”.  
Explain in detail why you would use word for the memo; the advantages and disadvantages of using this software. Use the Word Processing section of business communications booklet to help you. 
· “Excel allows calculations to be used to work out the total costs of buying products”.  

Explain in detail why you used Excel to produce your invoice.

Use the spreadsheet/ invoice section of business communications booklet to help you.
· “Publisher enables newsletters to be produced from templates and then personalised”.   

Discuss the advantages and disadvantages of using this software and its features. Use the Desktop publishing document to help you.
Improvements

You need to discuss the improvements you could make to your documents.

8) What improvements could you make to your letter so that next time you need to send the letter it would not need to be retyped? E.g. A store of letters could be saved and each one selected when needed.
9) What improvements would you make so that your letter looks more professional? Write about: Font size, style, layout, headings, space, images, word art, graphs, writing style. 
10) What improvements could be made to your invoice to make it easier to use?

11) What improvements could be made to your newsletter so that it could easily be changed for a new purpose?

12) What improvements you make to your Memo to make it look more professional?  Write about: Font size, style, layout, headings, space, images, word art, graphs, writing style.

Sustainability

You now need to discuss whether your documents are sustainable.  This means can they be used again for a similar purpose without a lot of alteration
13)  How could you make it so that you could send the same letter to different people in the future? 

E.g. set up a mail merge so you do not have to change the name at the top of the letter each time.  Explain how a mail merge works.
14) Could the invoice be used again? How?  Is it easy to just change the details on the template? Explain.

15) Is the newsletter sustainable or would it have to be redesigned each time?  Could the template be used again? How? (E.g. move the layers around on screen, Keep same heading each times, keep layout the same)
16) Is the memo sustainable or would it have to be redesigned each time?  Could the template be used again? How?  

Discuss how the template is there already in word, and that the date on the memo updates automatically for you.
