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NCFE Functional Skills Qualification in ICT at Level 1
Pre-Release Data files – Sample Papers only
	Pre-release data files are needed by learners taking their Level 1 Functional Skills ICT paper based external assessment.



Pre-release data files should be saved on your centre’s local network and saved as read-only files, where possible. The format of the files must not be changed. They should be saved in a relevant file/folder, as learners will be directed to access them during the external assessment.

All of the data files in this document should be saved to your centre's network as early in the academic session as is appropriate or relevant to you. However, they must be saved before the learners sit the external assessment. Please note, some files must be emailed to the learner before the external assessment and other data files will be referred to or drawn from during the external assessment.

You can send the emails to a learner’s personal email account or, as recommended as good practice, you can create accounts for the purpose of external assessment (ie learner1@email.co.uk). Please ensure that the learner is able to access the email before the external assessment takes place.

The files indicated should be sent to each learner by email as an attachment using the ‘email content’ provided. The files sent as attachments should not be available on the network for the candidates to access during the external assessment – only available in the emails. 
Emails – You will need to populate the email subject field with the information given and attach any relevant attachments as identified. 
The email content is shown below the instruction:

DELETE THE ABOVE BEFORE SENDING TO LEARNER





Subject: Mr Jones - New phone numbers
Attachment: Company phone numbers.docx
DELETE THE ABOVE BEFORE SENDING TO LEARNER

Hi,

Thanks for your help today. 

I have attached the new contact phone numbers for the company. Please save the file to your computer.

Thanks,

Jim Jones
Manager





Subject: Mike - My Business
Attachment: Website guide.docx
DELETE THE ABOVE BEFORE SENDING TO LEARNER

Thanks for helping me. I'm attaching a business website guide I was sent. 

Please save the file to your computer, I want to make sure you have a copy in case I lose mine.

Thanks,

Mike





Subject: Mr Forer - Circus!
Attachment: Council Permission.docx
DELETE THE ABOVE BEFORE SENDING TO LEARNER

Hi

Big Top Circus is coming to town next month. They want us to take care of their advertising and promotion. 

I’ve attached a letter we received from the council giving us permission to run some promotional activities in the town centre. Save the attached file to your computer.

Thanks,
Jason



Subject: Mr Forer - Circus Equipment
DELETE THE ABOVE BEFORE SENDING TO LEARNER

Hi

As a part of the promotion for the circus, we are going to set up a circus workshop
in the town centre. We will need some equipment for this. 

Search the internet to find where we can buy some Juggling Rings online. 
Email me:
· the names and website addresses of at least two suppliers
· the search terms you used.

Thanks,
Jason




Attachments to be sent with emails:




[bookmark: _MON_1596971578][bookmark: _MON_1597211389]



Files to be made available in appropriate location on PC such as work folder:






[bookmark: _MON_1596971450][bookmark: _MON_1597211663]
4
Company phone numbers.docx
Online Products Ltd.



External phone contacts

Pre-purchase enquiries: 0845 110 31049
Technical queries/support UK: 0845 056 04956
Technical queries/support Ireland: 01460 90164
All other enquiries: 01189 3115009


UK Support Centre

Milton Keynes
77 Foxhunter Chase 
English Wood
Milton Keynes 
MK77 77D
Email: info@onlineproducts.co.uk
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Website guide.docx
What makes a good website?

Most people can set up a website for their business, but how do you ensure it generates sales?





A good place to start when creating a useful and successful business is to include information on:

· What the business does

· The product/s or service/s the business provides

· How the business be contacted

The following tips can help you make your website work harder to win new customers, while maintaining your current client base.

Your website should sell to your ideal customer

Web visitors are primarily hunters. They hunt for information, and if you don't give them what they need, they'll go elsewhere.

By putting yourself in your potential customers' shoes and answering every question they could possibly have about your product or service, you put them at ease, build up trust in your brand and set up yourself as the expert in your field. That will help you win customers.



Good copywriting equals good sales

On the web, content is king, and quality content is the reason why websites get repeat visitors, and ultimately customers.

Optimise your website for search engines

The greatest website in the world is no good to anyone if it can't be found.

Search Engine Optimisation (SEO) is the process of optimising your website so that it comes up in search engine results for certain keywords. The better optimised your website is, the higher up your search engine ranking will be.

Navigation and usability matter – keep it simple

Bad navigation and information architecture (the way you structure your content) can cost you in lost sales. So keep it simple and intuitive – it works.
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Council Permission.docx
Borringbrige Council

22 Hedfeldt Lane

									Borringbridge

									BH1 1YS



Mr Jason Forer

FYB Promotion

37 Sunter Road

Borringbridge

BH1 3LE



Permission for promotional activities: Borrinbridge High Street



Dear Mr Forer,

I have pleasure in informing you that your application to stage circus promotional activities on Borringbridge High Street has been successful. The stage area will be sectioned off and you will have access to it from 9am until 12 Midday.  I wish you luck with your activities and hope you have an enjoyable day.

Best Wishes



Wally Fox

Licensing Officer
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Newspaper sales.xls
Sheet1

		Number of newspapers sold on one day in January

		Newspaper		2009		2010		2011		2012		2013		2014

		Daily Express		849,001		771,325		752,699		736,340		674,640		639,875

		Daily Mail		2,389,011		2,354,028		2,313,908		2,200,398		2,120,347		2,136,568

		Daily Mirror		1,727,672		1,621,000		1,512,599		1,366,891		1,218,425		1,194,097

		Daily Record		451,932		418,628		393,788		354,302		323,831		306,872

		Daily Telegraph		917,943		911,454		890,086		783,210		691,128		651,184

		Financial Times		441,840		439,104		452,448		426,676		390,315		383,067

		The Guardian		394,913		384,070		378,394		358,844		302,285		279,308

		The Independent		258,387		263,503		250,641		215,504		185,815		185,035

		The Sun		3,319,337		3,217,844		3,209,766		3,146,006		3,006,565		3,001,822

		The Times		685,081		670,054		633,718		617,483		508,250		457,250
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Forecast.xlsx
Sheet1

		Window cleaning business financial forecast

						Jan		Feb		Mar		Apr		May		Jun		Jul		Aug		Sep		Oct		Nov		Dec

		Business costs

				Lease van		£   150.000		£   150.000		£   150.000		£   150.000		£   150.000		£   150.000		£   150.000		£   150.000		£   150.000		£   150.000		£   150.000		£   150.000

				Diesel		£   180.000		£   180.000		£   200.000		£   200.000		£   200.000		£   210.000		£   210.000		£   210.000		£   230.000		£   230.000		£   230.000		£   230.000

				Materials		£   225.000		£   20.000		£   25.000		£   30.000		£   35.000		£   40.000		£   45.000		£   50.000		£   55.000		£   60.000		£   65.000		£   70.000

				Advertising		£   100.000		£   50.000		£   100.000		£   50.000		£   100.000		£   50.000		£   100.000		£   50.000		£   100.000		£   50.000		£   100.000		£   50.000

				Wages		£   1,200.000		£   1,200.000		£   1,200.000		£   1,200.000		£   1,200.000		£   1,200.000		£   1,200.000		£   1,200.000		£   1,200.000		£   1,200.000		£   1,200.000		£   1,500.000

				Total



		Business income

				Number of customers		100		110		121		133		146		161		177		195		214		236		259		2285

				Average cost of a window clean		£   15.00		£   15.00		£   15.00		£   15.00		£   16.00		£   16.00		£   16.00		£   16.00		£   16.50		£   16.50		£   16.50		£   16.50

				Total
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Flyer.docx
My flyer – to finish
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Ticket Sales.xlsx
Sheet1

		Number of Tickets Sold				Ticket Type

				Outlet Name		Adult		Child		Concession		Outlet Type

				4Square		11		10		22		Retail

				B & C Bargains		38		30		22		Retail

				Big Top Central		120		145		76		Box Office

				Biggins		27		19		31		Retail

				Collis's		56		120		27		Retail

				CD Bringer		30		28		7		Retail

				Cutting Crew		43		53		35		Retail

				Dance Fever		54		61		19		Retail

				Deep Roots		51		61		25		Retail

				Eddie's		20		27		27		Retail

				First Flight		48		55		31		Retail

				Hepworth's		43		41		37		Retail

				Himalaya		10		9		28		Retail

				Holt's Butchers		48		40		33		Retail

				King's Barbers		25		26		19		Retail

				Mark & Elliott		42		43		31		Retail

				Muffins		58		48		27		Retail

				Pound Centre		35		43		18		Retail

				Regis & Samuels		35		33		29		Retail

				Rob Ryan & Sons		16		10		11		Retail

				Sign of Four		45		45		27		Retail

				SLH Hire		24		16		18		Retail

				Starburst Cleaning		54		45		34		Retail

				T.C.M Wade		31		27		11		Retail

				Terry Wright		10		0		33		Retail

				Ticket Me		88		151		49		Box Office

				www.bigtopcircus.net		280		376		68		Web

				www.fybpromotion.com		146		220		44		Web

				Yes, Sir!		18		22		6		Retail

				Your Time		12		8		25		Retail

				ZZ Spectra		23		37		8		Retail
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Poster Draft.docx
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The Flying Tamacos (Image 1021)
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Sergey Manichov (Image 3764)
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Imelda Valencia (Image 4332)
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Rude_Boys (Image 6153)
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Kit Harvey (Image 1265)
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Sherry Beens (Image 9004)

Tickets available locally  from 4Square, B & C Bargains,  Dance Fever, Eddie's, First Flight, Himalaya, Holt's Butchers, King's Barbers, Mark & Elliott, Regis & Samuels, Starburst Cleaning and many more

Box Offices at Ticket Me in Borringbridge Market Square and Big Top Central on Martha’s Green

Online: www.bigtopcircus.net and www.fybpromotion.com 
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