Name:_____________________

Entry Level ICT 

It is time to show off your word processing skills! This piece of work is for your Entry Level Certificate. This means that you need to do the best you can. It also means that the adults in the room cannot do the work for you. They can give you some advice, but you need to do it all yourself! 

There are three tasks to complete. You should do as many of the tasks as you can, but it does not matter if you cannot do them all as long as one is completed.

You should try to use the following things in your letters/posters/presentations. You might like to tick the box alongside each task to help you check progress. There could be others that you may think of.

	
	bold 

	
	deleting 

	
	centring 

	
	indenting 

	
	tabs

	
	changing a font 

	
	justifying 

	
	spellchecking 

	
	underlining 

	
	importing a graphic

	
	changing line spacing 

	
	italics 

	
	changing margins 

	
	page numbering



The Tasks

Mrs. Thomas is the Headteacher of a primary school. She uses a typewriter to produce letters and draws posters using felt pens. A friend has told her about the advantages of using a computer. Mrs. Thomas is very interested in buying a computer and keen to start producing better quality documents.

You have been asked to help her produce some documents for the school. She has asked you to do the following:
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Write a letter home to parents to tell them about a non-uniform day coming up on Friday 17th December 2010. The cost to each pupil is 50p, and this will be donated to the Millford Donkey Sanctuary. The letter should be properly laid out, and should include the school name, address and logo (see the box at the bottom of the page). The picture file for the logo can be found at www.pmsc.org.uk/pin_mill_logo_cleaned2.jpg
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Millford Primary School


Brighten Lane


Swindon


SN4 8SU





Telephone: 01793 784938





Headteacher: Mrs Thomas








3. Write a letter to parents in the local area who might be thinking of sending their children to the school. Include a list of the good things about the school to persuade the parents that it would be a good place for their children to come to.





Using a word processor, design a poster to advertise a school play. It is a performance of Sleeping Beauty, which will be performed by the children on Thursday 16th December 2020. It will cost £3 to see the play, and the profits will be donated to Oxfam. The poster should be bright and attractive and have a picture. 








