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Principles of communication and information (Activity 3) 
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Unit R/5061940: Principles of Business Communication and Information
Activity 3 – Creating Bespoke Documents (AC 3.1, 3.2, 3.3, 3.4, 3.5)
As part of your role, you may be required to create bespoke documents for use within the business. Complete the activities below related to creating bespoke documents.

1. What are the main reasons for/characteristics of bespoke documents?
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………...

2. In the table below, identify the factors to be considered when creating a bespoke document and why this needs to be considered. 

	Factor to consider
	Why this is important

	
	



	
	



	
	



	
	



	
	








#

3. What are the legal requirements and procedures you must follow when creating bespoke documents?
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
4. In the table below, identify the key stages in the production of bespoke documents and why each stage is important.

	Stage of creation
	Why is this important?

	
	


	
	


	
	


	
	





5. How do you gain approval for your bespoke document? Include the stages of approval you may have to work through.

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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