
Sangam Education Board – Online Resources  

 

 

SUVA SANGAM COLLEGE 

YEAR 12 

OFFICE TECHNOLOGY 

WORKSHEET 4 

Questions 

1. Refer to the information below and answer the questions that follow. 

 

 

 

 

 

 

 

 

 

 

 

 

(i) Define agenda. 

(ii) State the application used for typing the agenda.  

(iii) Identify an important item which is not included on the document 

 

2. Differentiate between a formal and an informal meeting in relation 
to the venue of the meeting. 

 

3. Explain the importance of having a subject heading in a letter. 

 

4. The AIDA principle is used in writing persuasive letters. 

 

Discuss how the AIDA principle is applied to each paragraph of the letter. 

 


