Task B6
Jayesh is preparing a report for the August meeting of the hotel management board.

He has saved notes for the report in files called AUGMTG1, AUGMTG2 and AUGMTGS3.

OPEN a new document using word-processing software.
ENTER “Task B6” and your name, candidate number and centre number in the footer.

SAVE the word-processed document as TASK B6.

Task B6a
Produce the report bringing together text and images.
(i) The report must include:

« the SREH LOGO that you created in Task Ada
- asuitable title
. the text from the notes in AUGMTG1, AUGMTG2 and AUGMTGS3.

RESAVE TASK Bé.
DO NOT PRINT at this stage.

(ii) The report must also include:

+ the total income and total revised income you calculated in Task A2a and Task A2b
a recommendation about whether to introduce the discount.

Justify your recommendation.

RESAVE TASK B6.
DO NOT PRINT at this stage.

Task B6b
Format the report so that:

« it fits on one side of A4
« is well organised and fit for purpose.

RESAVE TASK B6.
PRINT TASK B6.

(Total for Task B6 = 10 marks)
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| Task | ANSWER | vers | a0 |

B6

REPORT FOF THE AUGUST MEETING OF THE MANAGEMENT BOARD

FINANCIAL REPORT

a | i |1|Document has a suitable title must include ‘August’ and 1 1
‘Management Board'.
2 |Logo inserted in bottom left of document. 1|2
3 |Text from the files AUGUSTMTG1, AUGUSTMTG2 and AUGUSTMTG3. 1|2
ii | 1|Total income and revised income calculated in Task A2 inserted. 1 2
2 |Recommendation about discount included. 1| 3
3 |Recommendation is sensible - e.g. reflecting possible increased income | 1 | 3
from some hotels but overall loss of income for the hotel group.
b 1 |Consistent use of font style and sizes for title, subheadings and 1|2
body text.
2 |Consistent alignment of text. 1|2
3 |Appropriate use of spelling and grammar checker to remove errors in 1|2
spelling and grammar.
4 |Report fits to one side A4 - balanced with no excessive white space 1| 3
and is fit for purpose.
Total for Task B6| 10
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