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Form 4:  Assignment Brief                                                                         

	Course:
	Computer Studies 1
	Module:
	Communications G20001

	Assignment:
	Business letter             5%
	Tutor:
	Patricia Carraher

	Date of Issue:
	January 8th, 2007.
	Submission Date:
	February 8th, 2007.


	Assignment Description: 

Write a letter of application for a job.


	Brief / Task:

Write a letter of application for the job you found on the internet for your last assignment.  This letter will accompany your CV.  Your letter must be printed.


	Guidance:

Do not copy from the internet or any other source.  Read your student handbook for the college policy on plagiarism.  It should all be in your own words.  The letter must follow current business letter conventions.  It must be directly relevant to the job for which you are applying, it should mention that your CV is enclosed, when you are available for interview.  Layout, spellings, grammar and punctuation must be correct.


	Learning Outcomes:




	Assessment Criteria:
A total of 5% will be awarded using the following criteria
Correct layout                                                                                                                      

Spelling, punctuation, grammar                                                                                                                        

Relevance & preparation

Presentation




Internally verified by:




Date:
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Form 18:  Assignment Report Form

	Course:
	Computer Science 1
	Module:
	Communications G20001

	Assignment:
	Business letter
	Tutor:
	Patricia Carraher

	Date of Issue:
	January 8th, 2007
	Submission Date:
	February 8th, 2007.


	Student Name:  _____________________________   (Print name)                 Date of submission:

Student Signature: ________________________ (By signing here I confirm that all of this work is entirely my own)




	Student’s comment: 




	Tutor feedback: 




	Grade Allocated:


	Tutor Signature:
	Date:

	Grade Agreed:


	Student Signature:
	Date:

	Learning Outcomes:
	Achieved:
	Not Achieved:



	Common Skills:

(Where applicable)
	Achieved
	Not Achieved:


	Referral:
	Missing Dead line:
	Standard of work
	Other:


	Resubmission Date:


	Tutors Signature:
	Students Signature:
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