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Principles of document production (Activity 1)
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Unit T/506/1901; Principles of Business Document Production and Information Management
Activity 1 – Understand how to prepare business documents (AC 1.1, 12, 1.3, 1.4, 1.5, 1.6)
As part of your role you may be required to produce documents so it is important you understand the procedures to follow when doing this. Complete these activities about the production of business documents

1. In the table below, identify different types of business documents and the key features and format of these.

	Type of document
	Key features

	


	

	


	

	


	

	


	

	


	

	


	

	


	



2. In the table below, identify the different types of ICT used for document production.
	Type of ICT software
	Uses

	
	

	
	

	
	

	
	



3. Why is it important you agree the use, layout, content, quality standards and deadlines for document production?
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

4. Why is document version control and authorisation important for document production?
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

5. Complete the table below with the requirements of legislation on document production.

	Aspect of legislation
	Requirements

	Security
	


	Data Protection
	


	Copyright
	


	Intellectual property
	




6. How do you check the accuracy of business documents?
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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