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Guidelines to students:

1. The word count should be limited to 1,500 words for each assignment.

2. Use Font Times New Roman 12, and type in double line spacing.

3. Both questions should be submitted as one assignment and bound in one booklet with separators/ sheets for each of the questions.

4. Cut and paste work, plagiarism and undeclared sources will result in an automatic failure.

5. All assignments or projects will have a compulsory presentation requirement which carries 10%. Communication skills, visual aids and personal grooming are the criteria for obtaining the 10%. 

Answer ALL questions




     (2Q * 15% = 30%)









     (Presentation = 20%)
Question 1











Your company will be holding a talk on health and safety on 15th June 2011 at Civic Center, Petaling Jaya Selangor. Create the following on health and safety workshop. Make up relevant details. 
i) Flyers to promote the workshop 

ii) A discount voucher

iii) Brochure
Question 2

Your boss, Mr. Watson Tan, Managing director of Tan Group Berhad requested you to create the following document:
i) 
Company Letterhead

ii) 
Mr. Tan‘s Business card 
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