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NCFE Functional Skills Qualification in ICT at Level 1 
Pre-Release Data files
	Pre-release data files are needed by learners taking their Level 1 Functional Skills ICT paper based external assessment.



Pre-release data files should be saved on your centre’s local network and saved as read-only files, where possible. The format of the files must not be changed. They should be saved in a relevant file/folder, as learners will be directed to access them during the external assessment.

All of the data files in this document should be saved to your centre's network as early in the academic session as is appropriate or relevant to you. However, they must be saved before the learners sit the external assessment. Please note, some files must be emailed to the learner before the external assessment and other data files will be referred to or drawn from during the external assessment.

You can send the emails to a learner’s personal email account or, as recommended as good practice, you can create accounts for the purpose of external assessment (ie learner1@email.co.uk). Please ensure that the learner is able to access the email before the external assessment takes place.

The files indicated should be sent to each learner by email as an attachment using the ‘email content’ provided. The files sent as attachments should not be available on the network for the candidates to access during the external assessment – only available in the emails. 
Emails – You will need to populate the email subject field with the information given and attach any relevant attachments as identified. 
The email content is shown below the instruction:

DELETE THE ABOVE BEFORE SENDING TO LEARNER




Subject: Mike - My Business
Attachment: Website guide.doc
DELETE THE ABOVE BEFORE SENDING TO LEARNER

Thanks for helping me. I'm attaching a business website guide I was sent. Please save the file to your computer, I want to make sure you have a copy in case I lose mine.

Thanks,
Mike

Subject: Mr Forer - Circus!
Attachment: Council Permission.doc
DELETE THE ABOVE BEFORE SENDING TO LEARNER

Hi

Big Top Circus is coming to town next month. They want us to take care of their advertising and promotion. I’ve attached a letter we received from the council giving us permission to run some promotional activities in the town centre. 
Save the attached file to your computer.

Thanks,
Jason


Subject: Mr Forer - Circus Equipment
DELETE THE ABOVE BEFORE SENDING TO LEARNER

Hi

As a part of the promotion for the circus, we are going to set up a circus workshop in the town centre.  We will need some equipment for this. Search the internet to find where we can buy some Juggling Rings online. Email me:

· the names and website addresses of at least 2 suppliers
· the search terms you used.

Thanks,
Jason




Subject: Samuel St.Leger
Attachment: Sam StLeger CV.docx
DELETE THE ABOVE BEFORE SENDING TO LEARNER

Hi

We have managed to get the up and coming young artist Samuel St.Leger to show his work at our gallery. I have attached his CV to this email.

Save the attached file to your computer.

Thanks, 
Gillian


Subject: St.Leger Profile
DELETE THE ABOVE BEFORE SENDING TO LEARNER

Hi

The artist and illustrator Samuel St.Leger will show his work in our gallery. I've seen his CV but I would like a bit more information about him. Do a web search and see if you can find out where he studied and the name of the company he works for.

Also find two websites where I will be able to see some of his work. 

Email me:
-  the information that you find
-  the search terms you used to find the information
-  the address of the website(s) where you found the information.

Thanks
Gillian






Subject: Booking
Attachments: School Invitation.doc
DELETE THE ABOVE BEFORE SENDING TO LEARNER

Hi

We have received a booking form from the local school. They want us to attend their school fete. 

Save the attached document to your computer.

Thanks,
Susan



Subject: Animal Feed
DELETE THE ABOVE BEFORE SENDING TO LEARNER

Hi

I have been offered a llama by a farmer who can no longer keep it. I'm not sure if we should take it or not. Have a look on the internet to see what llamas eat.

Email me with information on at least 2 things they can eat.

Include the search terms that you used and the names and website addresses of at least 2 sources of information so I can look at it myself.

Thanks,
Susan





Subject: Festival Booking
Attachments: booking confirmation.doc
DELETE THE ABOVE BEFORE SENDING TO LEARNER

Hi
We have received a message from the organisers of the Wakefield Food Festival. They have sent us a document confirming our booking. 
Please create a new folder on your computer for this. Use a suitable name and save the attached document to that folder, so it can be retrieved when we need it.
Thanks,
Mike

Subject: Wakefield Festival
DELETE THE ABOVE BEFORE SENDING TO LEARNER

Hi
We will be going to the Wakefield Food Festival in Yorkshire. I want to rent a food stall and tow it there with my car. 
Search the internet to find the UK national speed limit for a car towing a trailer on the motorway.  Email me the information you find. Include the search terms you used and the website addresses of at least 2 sources of information so that I can check the information is correct. 
Thanks, 
Mike






Attachments to be sent with emails:







[bookmark: _MON_1566976632][bookmark: _MON_1566977789][bookmark: _MON_1566978475][bookmark: _MON_1569934647]


Files to be made available in appropriate location on PC such as work folder:
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Website guide.doc
What makes a good website?


Most people can set up a website for their business, but how do you ensure it generates sales?
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A good place to start when creating a useful and successful business is to include information on:


· What the business does


· The product/s or service/s the business provides


· How the business be contacted


The following tips can help you make your website work harder to win new customers, while maintaining your current client base.


Your website should sell to your ideal customer

Web visitors are primarily hunters. They hunt for information, and if you don't give them what they need, they'll go elsewhere.


By putting yourself in your potential customers' shoes and answering every question they could possibly have about your product or service, you put them at ease, build up trust in your brand and set up yourself as the expert in your field. That will help you win customers.

Good copywriting equals good sales

On the web, content is king, and quality content is the reason why websites get repeat visitors, and ultimately customers.


Optimise your website for search engines

The greatest website in the world is no good to anyone if it can't be found.


Search Engine Optimisation (SEO) is the process of optimising your website so that it comes up in search engine results for certain keywords. The better optimised your website is, the higher up your search engine ranking will be.


Navigation and usability matter – keep it simple

Bad navigation and information architecture (the way you structure your content) can cost you in lost sales. So keep it simple and intuitive – it works.
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Borringbrige Council


22 Hedfeldt Lane











Borringbridge











BH1 1YS


Mr Jason Forer


FYB Promotion


37 Sunter Road

Borringbridge

BH1 3LE


Permission for promotional activities: Borrinbridge High Street

Dear Mr Forer,


I have pleasure in informing you that your application to stage circus promotional activities on Borringbridge High Street has been successful. The stage area will be sectioned off and you will have access to it from 9am until 12 Midday.  I wish you luck with your activities and hope you have an enjoyable day.

Best Wishes


Wally Fox


Licensing Officer
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Sam StLeger CV.docx
SAMUEL ST.LEGER ILLUSTRATION & STORYBOARDS



RECOMMENDATIONS:

“Samuel St. Leger. The man who can… Samuel’s skills are beyond those of your common or

garden creative. He has an ability to turn things around at lightning speed, yet with stunning

results. I still don’t know how he does it, because to me it honestly feels (and looks) like magic

when I see his work... Samuel will wow you every time.”

Neil Furmston, Chief Creative Officer at ichi Ltd.



“Samuel gets it. Storyboards and illustrations are as second nature to him as vague instructions are to me, yet, thanks to Sam, I always manage to get what was in my head on a page, only much cooler. If you ever need to say: ‘I’ll know it when I see it’, Sam’s your best way of seeing it.”

Francis Tamburin, Director of The Honourable East End Company



“I can safely say that Samuel is one of the most talented people I’ve had the privilege of

working with. His creativity in a myriad of areas is simply unrivalled.

Listing his areas of expertise and talent would simply take too long, but safe to say,

if it’s creative and sounds like a tall order, Samuel is your man.”

Joe Talboys, Senior Creative/Copywriter at ichi Ltd.



PROFILE:

• Quick to grasp and interpret a brief.

• Active and dynamic approach to work.

• In-depth knowledge of and ability to utilise effective visual communication techniques.

• Able and willing to take the initiative to solve complex visual problems.

• High standard of finish and a bespoke method of creation for each project.

• Proven track-record of producing high-end artwork with ‘wow’ factor.



CURRENT PROJECTS:

STORYBOARDING (FOR TV) - THE HONOURABLE EAST END COMPANY, LONDON, E2 9PE.

BOOK ILLUSTRATIONS/ART DIRECTION - MADEINME, www.madeinme.com

T-SHIRT DESIGN - ONIONMILK STUDIOS, BRIDPORT, DORSET.



EMPLOYMENT:

CREATIVE

ICHI LTD, 67 CLERKENWELL ROAD, LONDON EC1R 5BL

NOVEMBER 2010 – MAY 2015

Working for clients such as SEGA, Nintendo, Disney, TrionWorlds, Deep Silver, Ubisoft,

Paramount Pictures and Wooga

• Creating Storyboards and Key-frame images for trailers and adverts.

• Art Direction.

• Creating bespoke content for deliverables.

• Animation.

• Retouching, grading and compositing images.

• Preparing projects for print.

• Key-art.

• Character design (including the company mascot – Oni).

• Copywriting.

• Building Sets and Props (including a life-size Oni costume and a sprawling cardboard city).

• Directing trailers and photo-shoots.






SAMUEL ST.LEGER ILLUSTRATION & STORYBOARDS



FREELANCE ILLUSTRATOR AND STORYBOARD ARTIST



JANUARY – AUGUST 2010

PROJECTS INCLUDED:

Storyboarding the online trailer campaign for Konami’s ‘Castlevania; Lords of Shadow’,

followed up by several other campaigns. ichi Ltd.

Photo-composite ‘Artists Impression’ marketing images for proposed building developments.



GMJ Ltd.

Creating print campaigns for The Gadget Show (a weekly comic strip) and Don’t Stop Believing’

(Print-ready adverts). Five

HEAD OF PRODUCTION

GMJ LTD, 17 BOWLING GREEN LANE, LONDON, EC1R 0QB



SEPTEMBER 2005 – DECEMBER 2009

• High-end Architectural Visualisation for clients such as Fosters and Partners, Herzog & de

Meuron, Amin Taha Architects, BDP and Renzo Piano.

• Preparing base imagery for use by the studio.

• Signing off all work before it was sent to the client.

• Liaising with clients from the inception to the final sign off of projects.

• Managing a team of Photoshop artists, re-touchers and administrators. Providing them with

comprehensive briefs, overseeing the management of their workflow and checking and

signing off their work.



SKILLS & EXPERTISE:

• Illustration

• Storyboarding

• Creative Direction

• Art Direction

• Brand Development

• Packaging Design/Creation

• Animation

• Visual Communication

• Concept Development

• Concept Design

• Painting

• Drawing

• Fine Art

• Adobe Photoshop - Expert

• Adobe Illustrator – Expert

• Adobe Indesign - Competent

• Adobe After Effects - Compent



HONOURS AND AWARDS:

2004 St James’ Homes Fellowship 2004, top prize, awarded to a Graduating student of the RA

Schools, giving them a subsidised studio and a bursary upon which to live and work for a year.

2002 David Murray Landscape Award 2002, awarded to a Post-Graduate student working at

the cutting-edge of Landscape painting
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North Road, Milton, Tyne & Wear NE44 8YM



Headteacher: Mrs D Dowkit BSc


Telephone: (0131) 285 3804     Fax: (0191) 285 3898


Deputy Headteacher:  Mr D Watsup BSc


E-mail: info@brightmanacademy.org.uk    



Deputy Headteacher:  Mr N Henderson BA



Director of Learning:   Mrs K L Garmut BSc, MEd




23 March 2016

Dear Sir / Madam

We have heard some great things about the work you do in introducing children to animals. At Brightman Academy we are committed to providing a wide range of opportunities to our children. We would be very keen to explore the kinds of things you might be able to do with our school.

We will be holding a School Fete in the third week of April and I wonder if there is some way you might be able to contribute to our activities.


I should appreciate it if you would get in touch so that we take our discussions further.

Yours sincerely,

Mrs Dowkit

Headteacher
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North Road, Milton, Yorkshire WF1 8YM





Telephone: (0131) 285 3804     Fax: (0131) 285 3898




E-mail: info@wffestival.co.uk    







23 March

Dear Sir / Madam

We have great pleasure in telling you that your application for a pitch at the upcoming Wakefield Food Festival has been successful

The Festival runs from the 3rd until the 7th of June and you are welcome to arrive any time after 9:00 am 
on the 2nd. 

We shall be sending an invoice to the address you provided and this is payable in full by the 31st of May.


If you need any further information, please contact us, and we will be happy to help.

Yours sincerely,

Mr Terence McCann
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Sheet1

		Window cleaning business financial forecast

						Jan		Feb		Mar		Apr		May		Jun		Jul		Aug		Sep		Oct		Nov		Dec

		Business costs

				Lease van		£   150.000		£   150.000		£   150.000		£   150.000		£   150.000		£   150.000		£   150.000		£   150.000		£   150.000		£   150.000		£   150.000		£   150.000

				Diesel		£   180.000		£   180.000		£   200.000		£   200.000		£   200.000		£   210.000		£   210.000		£   210.000		£   230.000		£   230.000		£   230.000		£   230.000

				Materials		£   225.000		£   20.000		£   25.000		£   30.000		£   35.000		£   40.000		£   45.000		£   50.000		£   55.000		£   60.000		£   65.000		£   70.000

				Advertising		£   100.000		£   50.000		£   100.000		£   50.000		£   100.000		£   50.000		£   100.000		£   50.000		£   100.000		£   50.000		£   100.000		£   50.000

				Wages		£   1,200.000		£   1,200.000		£   1,200.000		£   1,200.000		£   1,200.000		£   1,200.000		£   1,200.000		£   1,200.000		£   1,200.000		£   1,200.000		£   1,200.000		£   1,500.000

				Total



		Business income

				Number of customers		100		110		121		133		146		161		177		195		214		236		259		2285

				Average cost of a window clean		£   15.00		£   15.00		£   15.00		£   15.00		£   16.00		£   16.00		£   16.00		£   16.00		£   16.50		£   16.50		£   16.50		£   16.50

				Total
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My flyer – to finish
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Sheet1

		Number of Tickets Sold				Ticket Type

				Outlet Name		Adult		Child		Concession		Outlet Type

				4Square		11		10		22		Retail

				B & C Bargains		38		30		22		Retail

				Big Top Central		120		145		76		Box Office

				Biggins		27		19		31		Retail

				Collis's		56		120		27		Retail

				CD Bringer		30		28		7		Retail

				Cutting Crew		43		53		35		Retail

				Dance Fever		54		61		19		Retail

				Deep Roots		51		61		25		Retail

				Eddie's		20		27		27		Retail

				First Flight		48		55		31		Retail

				Hepworth's		43		41		37		Retail

				Himalaya		10		9		28		Retail

				Holt's Butchers		48		40		33		Retail

				King's Barbers		25		26		19		Retail

				Mark & Elliott		42		43		31		Retail

				Muffins		58		48		27		Retail

				Pound Centre		35		43		18		Retail

				Regis & Samuels		35		33		29		Retail

				Rob Ryan & Sons		16		10		11		Retail

				Sign of Four		45		45		27		Retail

				SLH Hire		24		16		18		Retail

				Starburst Cleaning		54		45		34		Retail

				T.C.M Wade		31		27		11		Retail

				Terry Wright		10		0		33		Retail

				Ticket Me		88		151		49		Box Office

				www.bigtopcircus.net		280		376		68		Web

				www.fybpromotion.com		146		220		44		Web

				Yes, Sir!		18		22		6		Retail

				Your Time		12		8		25		Retail

				ZZ Spectra		23		37		8		Retail
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The Flying Tamacos (Image 1021)
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Sergey Manichov (Image 3764)
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Imelda Valencia (Image 4332)
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Rude_Boys (Image 6153)
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Kit Harvey (Image 1265)
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Sherry Beens (Image 9004)

Tickets available locally  from 4Square, B & C Bargains,  Dance Fever, Eddie's, First Flight, Himalaya, Holt's Butchers, King's Barbers, Mark & Elliott, Regis & Samuels, Starburst Cleaning and many more

Box Offices at Ticket Me in Borringbridge Market Square and Big Top Central on Martha’s Green

Online: www.bigtopcircus.net and www.fybpromotion.com 
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Sheet1

		

		Membership Type		First Name		Family Name		email_address		Region		Postcode

		Family		Melba		Nichols		nichols_melba@imail.com		NE		NE2 4LE

		Family		Allan		Holmes		allan_holmes@mymail.co.uk		NE		NE1 4RE

		Family		Kelvin		Harper		kelvin_harper@harperhome.com		NE		NE2 2SC

		Individual		Moira		Smith		moira_smith123@poppernight.com		NE		ND26 2LA

		Individual		Preston		Rose		prestonrose@mymail.co.uk		NE		NE15 6PH

		Individual		Jennifer		Wagner		jennifer_wagner@mymail.co.uk		NE		NE21 3WW

		Individual		Victor		Miller		miller_victor@roundhouse.co.uk		NE		NE8 8TY

		Individual		Courtney		Taylor		courtneytaylor@overlander.com		NE		NE16 3FG

		Family		Woodrow		Horton		woodrowhorton@imail.com		NW		NW17 6FG

		Family		Antoinette		Dixon		a.dixon@fyb.com		NW		NW15 9KL

		Family		Vivian		King		vivian.king@sipermail.com		NW		NW8 3NB

		Individual		Archie		Reed		archie_reed@mymail.co.uk		NW		NW11 3HN

		Individual		Marianne		Richards		marianne.richards@ddsdirect.co.uk		NW		NW21 6YH

		Individual		Ann		Clayton		ann_clayton@mymail.co.uk		NW		NW14 8TT

		Family		Jody		Hogan		jody_hogan@heroic.co.uk		SE		SE13 6SS

		Family		Mercedes		Santiago		mercedes.santiago@sweethomes.co.uk		SE		SE11 1ZH

		Family		Noah		Hammond		noahhammond@imail.com		SE		SE4 3KD

		Family		Kevin		Lyons		kevinlyons@stellaman.com		SE		SE5 1SH

		Individual		Juana		Freeman		juanafreeman@mymail.co.uk		SE		SE1 9DL

		Individual		Blanche		Mclaughlin		mclaughlin_blanche@mymail.co.uk		SE		SE5 6CT

		Individual		Roderick		Fleming		roderickfleming@houstonhomes.co.uk		SE		SE14 7VT

		Family		Ruth		Sanders		ruth.sanders@imail.com		SW		SW12 1PS

		Family		Gilberto		Singleton		gilbertosingleton@mymail.co.uk		SW		SW4 8EE

		Family		Toni		Barber		tbarber@mymail.co.uk		SW		SW7 1FO

		Individual		Grady		Erickson		g_ercikson@imail.com		SW		SW23 1XG

		Individual		Sarfraz		Ahmed		sarfraz.ahmed@toppermail.co.uk		SW		SW8 8NW

		Individual		Ana		Roberson		a.roberson@ttlmedia.co.uk		SW		SW13 6DL
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More images and upcoming events in the gallery catalogue.


Catalogue available by email from catalogue@towergallery.com
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Monster in the woods
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Geode
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Mammoth Drums
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Disgusted Lady
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Runner
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Sheet1

		Month 7

		Balance from last month		£8,567

						Type of Party		Cuddles		Reptiles		Special

						Price per Child 		£8		£10		£12

		Income



		Name		Number of Children		Type of Party		Price per child		Distance (miles)		Price per mile (pounds)		Transport
(Distance x Price per mile)		Party 
(Number of Children x  Price per child)		Total 
(Party + Transport )

		Milly Downs		12		Cuddles				5		0.8

		Mrs Darrow		8		Cuddles				4		0.8

		Susan Slower		10		Reptile				6		0.8

		Kath Reading		9		Special				3		0.8

		Sandy Shaw		11		Special				12		0.8

		Timmy Gough		14		Reptile				8		0.8

		Tommy Redhead		16		Cuddles				16		0.8

		Mr Smithson		8		Reptile				10		0.8

		Mrs Kenton		15		Cuddles				22		0.8

		Expenses

		Supplier		Product		Expense

		Farmyard Feeds		Animal Feed		206

		Wilson Timber		Fencing		350

		Axiom Insurance		Animal Insurance		320

		Express Garage		Trailer Repair		160

		Wilky Cash 'n' Go		300 Party Bags		150

		Wilky Cash 'n' Go		Party Accessories		200

		Exxo Services		Petrol		60

		Total Income

		Total Expenses

		Profit

		Balance at the end of this month
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		ANIMAL ANTICS

Bring your little lambs to meit our animals
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[Rabbit] 

 [image: http://dreamatico.com/data_images/chameleon/chameleon-2.jpg]

[Chameleon]
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[Barn Owl]
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[Gecko] 
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[Stick Insect]



You are invited to an Animal Antics party by ……………………………………………
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Sheet1

		Monster Burger Expected Costs

		3 months

		Month		Event		Location		Trailer Size		Number of Days		Pitch Fees

		Month 1		Mallinbury Food Festival		Mallinbury		Medium		2		600

		Month 1		Evenford Fair		Evenford		Medium		4		750

		Month 1		Tarman Typhoon		Tarman		Medium		1		440

		Month 1		Hanford Folk Festival		Handford		Small		1		220

		Month 2		Lambley Victorian Market		Lambley		Large		2		800

		Month 2		Hit the Beach		Perrymouth		Small		2		250

		Month 2		Parkston Food Fair		Parkston		Medium		4		580

		Month 2		Dilston International Market		Dilston		Large		3		360

		Month 2		Wakefield Food Festival		Wakefield		Medium		2		400

		Month 2		Kitchen Mayhem		Ackenham		Small		1		200

		Month 3		Gorman's Grand Picnic		Dorth		Medium		2		480

		Month 3		Sleepless On Site		Rainhamworth		Large		2		500

		Month 3		Round the Rock		Selly		Large		2		540

		Month 3		Derrymore Dynamo		Derrymore		Small		3		800

		Food Costs

		Product		Expected Costs

		Butane		955

		Meat		3210

		Vegetables		320

		Bakery		630

		Plastic Goods		655

		Utensils		615
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Monster Burger

feedback@monsterburger.co.uk
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Monster Burger                        Foot Long Hot Dog
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Club Roll                                                      Hot Roast Roll 
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Pitta Pockets                                            Feast Burger


Monster Burger - £4.50

Feast Burger -  £6.00


Foot Long Hot Dog £ 5.00


Club Roll - £4.50


Hot Roast Roll £5.00


Pitta Pockets - £4.50


Surf Melt £4.00


Tasty Toastie - £4.00 


Sausage Roll - £ 3.50


Falafel Roll - £4.50


Chilli Burger - £6.00


French Fries - £2.50
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