BUSINESS DOCUMENTS
What is a Business Document?

What is a template?

What is a House Style?

Why is it important to know the purpose and audience before making a business document?

Why is it important to spell check?

What does Page setup do?

Why should you print preview all your work before printing?

What are the benefits of including graphs, tables and charts to business documents?

What is the difference between landscape and portrait? 

What is a mail merge? 

What are the benefits of a mail merge?

What is formatting, give examples?

