Sensible File Names
Your English teacher has asked you to print and hand in a copy of your GCSE coursework.  In your GCSE English folder are the following files.  

Identify the correct file to print out.

	File name
	Is this the correct file?



	aaaazzz.doc


	

	booorrring.doc


	

	Carrotz rulz.doc


	

	doc1.doc


	

	english.doc


	

	Homework.doc


	

	I hate English.doc


	

	mywork.doc


	

	Periodic table.doc


	

	sams essay.doc


	

	Spellings.doc


	

	Year 8 essay.doc


	


Explain the point that the above exercise is trying to make to you

	


What do you think would be a more sensible file name for your English GSCE coursework?

	


What about if you had to do a second piece of English GCSE coursework? Choose a sensible file name for this second piece.

	


In your functional skills exam, you will probably be asked to create a range of documents, perhaps business letters, a spreadsheet, a presentation or even a database report and save them to your area.  

You might be asked to print out a screenshot of the files that you have saved.  Why do you think you might be asked to do this?

The main reason is so that the examiners can check you have given all of your files a sensible file name for each task.
In the table below, write down a sensible file name for the tasks that you might be asked to do in the exam.
	Task
	Sensible file name



	Write a letter on behalf of the charity Teddy Tots asking for prizes to be donated to a fund-raising raffle.

	

	Set up a spreadsheet to keep track of the funds raised at a charity event.

	

	Create a training presentation for volunteers who will be running the charity event on behalf of Teddy Tots.

	

	Write a search query to look for people who have promised to attend a fund raising event.  Screen print the results of the query.

	

	Teddy Tots raise money to send sick children and their families on a holiday of a lifetime.  Create an information leaflet that they can sent out to people who are interested in donating money to help support their work.
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