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Tasks 
Unit 3 – Understand communication in a business environment
28thth May 2026
Question one
AC 1.1 - Explain why different communication methods are used in the business environment 
(To answer this question, I would recommend identifying three different types of communication methods used in a business environment and then explain reasons why they are used.  
(Recommended word count – 180 words)
Question two
AC 1.2 - Describe the communication requirements of different audiences 
(To answer this question, I would recommend identifying one type of internal audience and one type of external audience and describe their specific communication requirements.
(Recommended word count – 150 words)

Question three
AC 1.3 - Explain the importance of using correct grammar, sentence structure, punctuation, spelling and conventions in business communications 
(Recommended word count – 100 words)
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