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Word Processing: Business documents: letters and itineraries

IT solutions for administrators

Word Processing
Tear-off slips can be created by setting tabs as required with
the tab at the right margin being a right tab. Dots or a solid
line can then be chosen from Leader options.

Business documents: letters
and itineraries

Quadrant International
Design Specialists
14 Union Square
ABERDEEN
AB4 8ET
Tel: 01224 351221

E-mail: Quad@dmail.com

JL/JS
8 March 2016
Candlelight Design
291 Sauchie Street
GLASGOW
G12 2LH
Dear Sirs
NEW PRODUCTIONS
We have just received advance samples of 8 designs by Mario and Fabia Manzini. The new designs are lively
and attractive and are exactly what we have come to expect from these very talented artists. The designs will
be reproduced in fabrics suitable for window dressing and upholstery as well as wall coverings.

There are a number of documents that businesses use on a daily basis to
communicate with both staff and customers. Organisations often follow their
own house style or make use of document templates (stored centrally and
available to all employees) to save time and ensure consistency of presentation.
Business letters sometimes
go over two or more pages.
Always number all pages
either in the header or
the footer, except for the
first page.

Mario and Fabia have extended their range and have included matching accessories – throws, cushions and rugs.
This colour and theme co-ordinated range is most attractive and makes room decoration a positive art! If you
would like to see the new range simply complete the attached tear-off slip and return it to us in the enclosed
reply-paid envelope and we will send you samples by return.
Yours faithfully

The scissors can be found in the Symbol window – select the
font Wingdings.
J Lennon
Publicity Manager
Enc

Business letters

✂ ..........................................................................................................................................................................................
I am very interested in the new designs/accessories by Mario and Fabia Manzini.

A business letter is a document written in formal language and sent to customers,
suppliers or other organisations.

Signed ........................................................................................................................ Date .................................................
Position in Company ..............................................................................................................................................................
Address ...................................................................................................................................................................................

Example:

.................................................................................................................................... Postcode ..........................................
* Delete as appropriate

OFFICE ESSENTIALS
New Business Park
ANTOWN
AY43 4UN

Itineraries

Tel: 01764 789325
E‑mail: enquiries@offess.co.uk

An itinerary is a detailed plan for a journey listing hour by hour what a person is
scheduled to do, as well as where and with whom they are scheduled to do it. All times are
expressed in 24-hour format and, where there are time differences, local times are shown.

>3LS

Reference – the initials of the person signing the letter then your initials

JB/Your initials
>2LS

Today’s date – e.g. 21 February 2016

Today’s Date
>2LS

ITINERARY: Peter Black

Mr J L Smith
27 Wells Drive
ANYTOWN
AY45 8BN

>2LS

Inside address – the name of the person receiving the letter.
Note the name and each part of the address are on separate lines.

>2LS

Final of ‘Young Project Manager of the Year’, Liverpool
>2LS
Saturday 15 February – Sunday 16 February 2014

Salutation – the name of the person receiving the letter.
Sometimes the letter is addressed Dear Sir or Dear Madam

Dear Mr Smith
>2LS

>3LS
Saturday 15 February

Subject Heading – the topic of the letter

OFFICE EQUIPMENT

>2 LS

>2LS
Thank you for your enquiry about our new range of office equipment. We are pleased to
enclose our brochure, and note below some of our special offers.
>3LS
2-drawer filing cabinet
Workstation desk
Adjustable swivel chair

£49.90
£89.99
£34.50

>3LS
All of the above prices exclude VAT, and represent a saving of 25% on our normal prices.
If you require any more information, please telephone us on the above number. We look
forward to receiving your first order.
Yours sincerely
>6LS
Joan Black
Sales Director

Complimentary close – if you know the name of the person then it’s Yours
sincerely. If the letter is addressed Dear Sir or Dear Madam then it’s Yours faithfully

1123 hours

Train departs Pitlochry station to Edinburgh Waverley station

1323 hours

Arrive Edinburgh Waverley station

1416 hours

Depart Edinburgh Waverley station to Preston station

1648 hours

Arrive Preston station

1704 hours

Depart Preston station to Liverpool Lime Street station

1801 hours

Arrive Liverpool Lime Street station. Taxi to Thistle Liverpool Hotel, Chapel
Street, Liverpool, L3 9RE. Accommodation booking reference: 7843983.

1930 hours

Mr Simon Brake, Northern Area Manager, will meet you in hotel reception.
A table has been reserved in Café Rendezvous, the hotel restaurant.

>3LS
Sunday 16 February
0900 hours

The name and job title of the person sending the letter

Taxi to Liverpool Arena

1000–1230 hours Attend final of ‘Young Project Manager of the Year’ at the Liverpool Arena.
Taxi to Lime Street station.

>3LS
Enc

Make use of bold to highlight headings

Always leave plenty of
room to allow the tear-off
portion to be completed by
hand – press the return key
twice between each line or
use double-line spacing.

Any enclosures with the letter are indicated here – e.g. a brochure or price list etc

1322 hours

Train departs Liverpool Lime Street station to Pitlochry station

Learn more about business
letters by watching the clip
at www.brightredbooks.net

Tear-off slips
A letter occasionally has a tear-off slip for the recipient to give a response. Always place
the tear-off portion near the bottom of the page and use double line spacing to ensure
there is enough room for any written information.
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Head to the digital zone to the folder called Business Documents for a number of exercises
where you can practise your skills.

Test yourself on business
documents online at
www.brightredbooks.net
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Spreadsheets: Linking cell references and creating charts

SPREADSHEETS

Linking cell references and
creating charts

The ones most frequently used are:

Linking cells between worksheets and
3D references
You can use data from one worksheet cell in calculations in another worksheet by
creating a link between the cells. Linked data immediately reflects any changes made to
the original data.
For example, imagine you keep a record of all your monthly household expenditure and
income in a workbook file. Any money left over at the end of one month is added to what
is available to spend the following month. To link the worksheets and enter the amount
automatically, carry out the following four steps:
Step 1: Click on the cell where you want the data to go.

There is a limit to the type of
calculations that can make up
a 3D reference. The following
functions can be used: SUM,
AVERAGE, COUNT, COUNTA,
MAX and MIN.

Moving, copying, inserting
or deleting worksheets
included in a 3D reference
may result in data in the
specified cells being included
or deleted – check carefully
to ensure you have included
all the worksheets you want
to include.

Column charts – vertical bars represent data (often
used for comparing information)

•

Line charts – data points are connected with lines
(ideal for showing trends)

•

Pie charts – each value is shown as a slice of the pie
(good for comparing proportions)

•

Bar charts – just like column charts but using
horizontal instead of vertical bars

Creating a chart
To create a chart select the information to be included and click on the type of chart
you want.
Once the chart has been created more options become available in Chart Tools.

Chart Tools – Design tab
The commands you are most likely to use on the Design tab under Chart Tools are:

Step 2: Key in the = sign.
To select sequential
worksheets, click the first
worksheet you wish to
include in the 3D reference
then hold the Shift key and
click the last worksheet you
wish to include. To select
non-sequential worksheets
hold the Ctrl key and click
on each of the worksheets
you wish to include in the
3D reference.

•

Step 3: Click the worksheet and the cell you want to retrieve the information
from (January/C21).
Step 4: Press Enter. The information is now copied over.
Look at the formula bar and you will see that the completed formula is =January!C21.
This means that the source of the cell is the January worksheet. Should the January figure
change, the February figure will automatically update. All months can be linked in this
way – February to March and so on.

3D cell references
A 3D reference is a reference that refers to the same cell or range of cells on multiple
worksheets. Using a 3D reference is a useful way to consolidate data from several
worksheets that follow the same pattern and that contain the same type of data.
For example, imagine that at the end of the year you want to total your monthly
expenditure for all the different expense items. The steps required are quite tricky and
must be followed in this order:
Step 1: Click on the cell where you want the answer to appear. Click
on AutoSum ∑ or key in =SUM(
Step 2: Click on the first worksheet to be included in the
group (January) then hold down Shift and click on the last
worksheet (December).

Switch Row/Column – Excel plots data according to the number of rows and columns
in the chart – the larger number is placed on the horizontal axis. When there are
equal rows and columns, rows go on the vertical axis and columns on the horizontal
axis. To change the way the data is presented go to Chart Tools Design and click on
Switch Row/Column.
Select Data – if you have not selected
the column headings, the Legend refers
to series of data. To change this, choose
Select Data and within the Legend Entries
(Series) box, click on Series 1 then Edit. You
can either key in the name or click on the
appropriate cell in the worksheet. Click OK.
Move Chart – charts are created within the
same worksheet as the data being plotted.
To move the chart to a new worksheet, click
Move Chart and name the new worksheet to
contain the chart.

Step 3: Click on the relevant cell in the first worksheet – the amount
paid for rent in January.
Step 4: Key in ) to signify the end of the formula.

To create a chart using data
from different parts of the
worksheet, select the first
column then hold down
the Ctrl key and select
the remaining data. For
example, imagine you want
to plot sales for Fazia, Joe
and Sam for January to June
only – these columns are
shaded blue.

Including the column
headings in your selection
automatically creates
a Legend.

Step 5: Press Enter.
The formula will read =SUM(January:December!C3).

All these commands have
drop-down menus which
give you further choices
or will open appropriate
dialog boxes.

This means that the computer will go through every worksheet in the range and add
together all rent that has been paid during the year.

Charting
Charts show the meaning behind numbers and
clearly display comparisons and trends. Various
types of charts are available from the Charts group;
choose one that effectively represents your data.

Head to www.brightredbooks.net to the folder called Linking Cell References for a number
of exercises where you can practise your skills.

Watch the clip at
www.brightredbooks.
net to learn more about
3D references.
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Administrative Theory and Practice: Changing priorities and monitoring progress

Administrative Theory and Practice

Changing priorities and
monitoring progress
Dealing with changing priorities
Work plans and targets
may sometimes have to
be changed at very short
notice due to unforeseen
circumstances. Because
of this, plans and targets
should allow for some
flexibility and not become
‘professional straitjackets’.
Changing circumstances can
affect work on a day-to-day
basis and can sometimes
impact on the long-term
achievement of targets.

Examples of circumstances that could
affect day-to-day work/priorities include:

•
•
•

a member of staff phoning in sick
the computer network crashing
a manager changing a deadline for a
piece of work

Examples of circumstances that could
affect the achievement of long-term
targets include the following:

•
•
•
•

A new supervisor may decide to take a
different approach from that taken by
their predecessor.
Staff changes at senior management level have taken place.
A new Chief Executive Officer (CEO) could decide to implement major changes that
have a trickle-down effect.
Restructuring, expansion or downsizing create changed priorities at all levels.

Examples of circumstances that could impact on the achievement of an individual
employee’s targets include the following:

•
•
•

There is no point in setting targets to improve time and task management if no-one
bothers to keep to schedule to try and achieve them. Therefore certain controls must
be put in place. Targets can be monitored in a variety of different ways. Managers may
support their employees by checking at regular intervals that the work is progressing, or
by putting a more experienced member of staff in charge to act as a mentor. Occasionally
audits, which are really checks on systems and procedures, may take place as a project is
ongoing or even when it is complete. A report would then be submitted to the manager
with recommendations and a list of actions to be taken.
Line manager checks at
regular intervals that work
is progressing as expected

Gantt chart allows
comparison between
planned and actual
progress of tasks/projects

Regular meetings with
employees/teams for
updates on task/project
progress

Sample checks when some but
not all tasks will be examined

Buddy systems when an
employee is paired with
someone with more
experience for help, guidance
and support to complete tasks

MONITORING AND
EVALUATING PROGRESS

Planning aids (priorities lists,
action plans etc) allow
individual employees to keep
track of their own progress

Audit or system checks that
review current procedures and
make changes to gain greater
efficiencies for task or project
completion

Mentoring systems when a
senior member of staff
mentors a junior member of
staff to assist with their
personal development/targets

It is also important that employees are given opportunities to evaluate their performance
on a regular basis, possibly through the staff appraisal process.

3 marks

2 Describe ways in which an Administrative Assistant would ensure that
time is managed effectively.

6 marks

When a change in circumstances necessitates a change in priorities, it is important for
employees to remain calm and solution-focused. Possible solutions could include:

3 Identify two time stealers and outline one way of reducing the effect of each.

4 marks

•
•
•
•
•

4 Describe the implications of a manager who fails to delegate.

4 marks

5 Outline four features of effective targets.

4 marks

extending the deadline to complete tasks/achieve targets
requesting overtime
being assertive and saying no to additional work
calling on additional help from other employees
eliminating time stealers

Targets must be monitored
and evaluated

Check out the task
on delegation at
www.brightredbooks.net

Head to
www.brightredbooks.net
and test your knowledge
of changing priorities and
monitoring targets.

Exam-style questions
1 Justify the need for employees to develop good time management skills.

•
•

96

The targets were not SMART.
The actions of others prevented the employee from being able to achieve the targets
that had been set.
The employee was requested to undertake additional tasks after targets and priorities
were set.
The employee was not equipped with the appropriate skills to achieve their targets.
The line manager did not give the employee adequate support.

Monitoring and evaluating progress

6 Describe two methods used by individuals to ensure their work targets are met. 4 marks
7 Outline ways in which an employee’s targets can be monitored.

4 marks

8 Outline two skills and two qualities of an Administrative Assistant.

4 marks

9 Describe a situation within an organisation where a priority may have to change. 1 mark
10 Explain how good time/task management could benefit an organisation. 

3 marks

11 Explain the consequences of poor time/task management.

3 marks

12 Outline two features of a personal development plan.

2 marks
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