2a)

Your manager would like you to write out a short guide for staff,

giving the reasons for selecting appropriate documents and layouts

for business purposes. (Memo, Letter, Report, Poster)

You can use the template on the next page to help you. 

2b)

Why is a report a good format in the Shetland Catch context? 
Why write a memorandum in the Burger King context? 
Why is a well set out letter important in the Burger King situation?

	Letters 

	When should you use it?

	Ejipf eajipf eajipf ejaip fejipa Ejipf eajipf eajipf ejaip fejipa Ejipf eajipf eajipf ejaip fejipa Ejipf eajipf eajipf ejaip fejipa Ejipf eajipf eajipf ejaip fejipa Ejipf eajipf eajipf ejaip fejipa Ejipf eajipf eajipf ejaip fejipa Ejipf eajipf eajipf ejaip fejipa Ejipf eajipf eajipf ejaip fejipa Ejipf eajipf eajipf ejaip fejipa Ejipf eajipf eajipf ejaip fejip


	

	When should you not use it?

	Ejipf eajipf eajipf ejaip fejipa Ejipf eajipf eajipf ejaip fejipa Ejipf eajipf eajipf ejaip fejipa
Ejipf eajipf eajipf ejaip fejipa Ejipf eajipf eajipf ejaip fejipa Ejipf eajipf eajipf ejaip fejipa


	Positives 
	f

	· Feafea

· Fea

· Fea

· Fea

· Fea

· Fea

· Fea


	

	Negatives
	

	· Feafea

· Fea

· Fea

· Fea

· Fea

· Fea

· Fea


	


