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	OCR AWARD IN DIGITAL EMPLOYABILITY

	Entry Level 3 Unit 6: Use digital technologies to send and reply to emails

	Specimen Assignment




Candidate’s name (Block capitals)  	


	
Question
	Assessment criteria
	Task
	Marking
	Guidance
	
Location of evidence

	
	
	
	Achieved
	Accuracy error (AE)
	Critical error (CE)
	
	

	Task 1
	

	1a + e(i) + e(ii)
	1.1
	Email contacts created.
Alan Sweeney alan.sweeney@progress-media.co.uk 07700 900 626
and
Mary Davies 
mary.davies@progress-media.co.uk 
07700 900 191

Screenshot evidence.
	
	
	
	Neither contact or only one contact created = CE 

Error in either/both name and/or phone numbers (accept name in any name field(s) (e.g. both in first name, accept phone number in any phone field) = AE
	

	1g + i(i)
	2.1
	Send an email to peter.bree@progress-media.co.uk
	
	
	
	No message or task not evidenced = CE

Inaccurate email address = AE
	

	
	
	Use the subject line Saturday opening
	
	
	
	Missing or inaccurate subject line = AE
	

	
	
	The email message is The office is staying open on Saturday until 6.00 p.m.

All screenshot evidence.
	
	
	
	Missing or inaccurate email message = AE
	

	


1g + i(ii)
	


2.2
	Send an email to Alan Sweeney, using his contact details.
	
	
	


	No message or task not evidenced = CE

Contact not used in email = AE
	

	
	
	Use the subject line New client meeting
	
	
	
	Missing or inaccurate subject line = AE
	

	
	
	The email message is Your meeting with the new client on Friday has been cancelled to the following week.

All screenshot evidence.
	
	
	
	Missing or inaccurate email message = AE
	

	1k + n(i)
	3.1
3.2
	Reply to the email with the subject Boats
	
	
	
	Task not evidenced = CE

Forwarded or new message (instead of reply) = AE

	

	
	
	The email message is Here is the information.
	
	
	
	Missing or inaccurate email message = AE
	

	
	
	Attach the file boats sleeping 4 to 6
All screenshot evidence.
	
	
	
	Missing file attachment = AE
	

	1l + n(ii)
	4.1
	Sort sent emails by to (or recipient).
Screenshot evidence.
	
	
	
	No sort or incorrect sort (e.g. other field, do not accept sort on date (default)) = AE

	

	1m +n(iii)
	4.2
	Delete the Course email.
Screenshot evidence.
	
	
	
	


Incorrect email deleted or email not deleted = AE



	

	1p + 1q
	1.2
	Alan Sweeney phone number changed from 07700 900 626 to 0770 900 924
Screenshot evidence.
	
	
	
	Incorrect change (e.g. wrong contact or incorrect edit) OR not changed = AE
	

	
1r
	
	Save the updated evidence document – answers your name – making sure that the screenshots can be clearly read.
	
	
	
	Missing electronic file or printout of document answers your name = CE
	

	Identify the total number of accuracy errors (AE)
	
	
	
	More than 3 AE = CE
0 to 3 AE = Achieved
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	Candidate result:
	Pass / Not Pass *

*Delete as appropriate
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