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Assignment objectives: - Criteria met

AQO3 Use electronic communications for business purposes

AO6 Understand the importance of accuracy in business
documents and check the accuracy of documents produced
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Assignment 3: (AO3)

For this assignment you have to show that you can send and receive emails
and send a fax. You will achieve the email part of this assessment
objective by sending and receiving emails during the year. Your teacher will
help you decide which emails will provide you with the best evidence.

To achieve a PASS GRADE you must show that you can:
e Send simple emails to individuals;
e Open and reply to received emails;
e Forward emails to individuals.

To achieve MERIT GRADE you must show that you can:
e Send emails o more than one person and copy it to others:;
e Receive emails with attachments and deal with them appropriately.

To achieve DISTINCTION GRADE you must show that you can:
e Send emails o more than one person and copy it to others:;
e Recognise when to send a blind copy of an email;
e Send emails with attachments and deal with these appropriately.

Remember to check your emails for accuracy before you send them. (AO6)
You must also show that you can send a fax.

To achieve PASS GRADE you must
e Send a single page fax message (with support).

To achieve MERIT GRADE you must
e Send a single page fax message independently.

To achieve DISTINCTION GRADE you must
e Send multiple page faxes independently, and recognise the importance
of indicating the number of pages being sent.



