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Aim: To introduce the learner to different types of documents used in business
and give them the knowledge and skills to produce an accurate, formal
business document.

IS el An NOCN assessment booklet has been produced which may be used
to evidence all learning outcomes.

Learning outcomes

The learner will:

1. Know about different types of business documents.

Delivery content:
The aim of this learning outcome is to introduce the learner to the different types of
business documents that they may be required to produce in a business context and what
the documents are used for.
The learner must:

¢ Identify two different business documents that are produced by a business.

e State what each document is used for.

2. Know how to create business documents.

Delivery content:
The aim of this learning outcome is to enable the learner to understand the purpose of
house styles or templates in document production and when use of formal and informal
styles in documents is appropriate.
The learner must:
e Give an example of when an informal style and an example of when a formal
style would be used in a business document.

e State why the ‘house style’ or a template is used for some business documents.

3. Be able to create business documents.

Delivery content:




The aim of this learning outcome is to give learners the opportunity to produce a formal
business document using the correct ‘house style’ or template and check the document for
accuracy.

The learner must;

e Produce aformal business document, using the ‘house style’ or template and
correct spelling, punctuation and grammar.

e Check the document for accuracy before sending it.

Scope of Training/Assessment

What would you expect the learner to be able to do or not to do?

For learning outcome 1 the tutor will need to explain the different types of documents
produced by a business and provide examples of these different documents. Learners can
then research the purpose of each document.

For learning outcome 2 the tutor should give an example of when informal and formal
communication styles are used in business documents. The learners can then research
other examples of when these styles are used in other business documents. The tutor
should provide an example of a business’s ‘house style’ or template that learners can
discuss in terms of what they think this ‘house style’ conveys to those outside the
organisation.

For learning outcome 3, the learner should be given the purpose of the communication

and the required ‘house style’ or template for the business document they have to create.
Learners should check their own work for spelling, punctuation and grammar and the tutor
should complete a final check.

Assessment:

The Assessment Workbook is available from NOCN. Alternatively, centres may submit
their own evidence.

Requirements

Business For example:
documents e Agenda

¢ Minutes

o Letter

o Emall

e Report

e Presentation.




What business
documents are

used for

List of what will be covered in the meeting

Record meeting decisions and actions

Record of an investigation

Internal and external communication method

Sending messages quickly

A record of the notes of a speech or talk about business results

or explanation of a new product or service or idea.

Informal style

May be used with people internal to the business where a quick
and short message may be understood by the recipient.

Formal style

Used in documentation sent to a recipient outside of the
business.

Formal documentation should be consistent with the image the
organisation wants to have.

A formal letter can act as legal evidence.

House style Business guidelines on font style and size; business logo.
Template Document is pre-set and has a fixed format
Used to ensure the user provides the required information in a
consistent way.
Produce a Clear, concise language and layout
business Correct spelling, punctuation and grammar
document

Follows ‘house style’ and/or template.

Checking the

document

Rereading the document for mistakes
Using grammar and spell checking

Final check of the document by the tutor.
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