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- Show calculations and include units where needed.

- Write short explanations in complete sentences.

- Use the separate answer key after completing the questions.

1. A form lists an event date of 18 June and a booking deadline of 10 June. Write clear labels for both dates.

2. Describe a short task you could give a reader to check whether the deadline is easy to find.

3. A table lists prices with the currency shown only in its title. What should you check before removing currency labels
from each row?

4. Explain why checking the form at 200% zoom is not enough before printing.
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Answer key
Reviewing a booking form

Question 1

Event date: 18 June. Book by: 10 June.

Question 2

Ask the reader to find the final date for booking without prompting where to look. Record errors and time taken.

Question 3

Check that the title remains visible with every part of the table and that all values use the same currency.

Question 4

Enlargement hides problems with small text and spacing at the intended paper size.


