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Principles of providing administrative services (Activity 5)
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Unit J/506/1899: Principles of Providing Administrative Services
Activity 5 – Understand the use of mail services in a business context (5.1, 5.2, 5.3, 5.4)
Complete the activities below about the use of different mail services.
1. In the table below, identify different types of mail service and how these are used.

	Type of mail service
	Internal or external mail
	When to use

	


	
	

	


	
	

	


	
	

	


	
	

	


	
	




2. Why is there a need for a number of different types of mail services?
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………


3. What factors do you need to consider when selecting the mail service to use and why?
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………







4. In the table below, identify the different types of postage method and their key features.

	Postage Method
	Features

	


	

	


	

	


	

	


	




5. What factors have to be considered when selecting a postage method to use and why?
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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