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Homework 11
Part 1

Copy and complete the following paragraph:

Reprographics is the area in an organisation where all the _  _  _  _  _  _  _  and printing is carried out.  Many pieces of _  _  _  _  _  _  _  _  _ are required.  A computer and _  _  _  _  _  _  _ will help to complete reprographics tasks.  It is essential that staff working in reprographics have been _  _  _  _  _  _  _ to use the equipment (Health and Safety). 
Part 2
Name the following 4 pieces of REPROGRAPHICS equipment:
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From the list above which 2 pieces of equipment would  be used to produce a staff ID card.

Part 3 – Answer in sentences
Name 2 types of printer. 
Name 2 software applications which would be essential when working in the Reprographics Department in a large organisation.
The staff handbook at James Hamilton Academy is too thick to be stapled – how could you overcome this problem?

Part 4 
Name the following piece of equipment:






Describe one use of this piece of equipment.
WORD BANK:
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