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The assessments in this workbook are divided into two categories: Knowledge Assessment and Practical Assessment.
The Knowledge Assessment is a set of general and workplace questions testing your knowledge and understanding of the general theory behind the unit.
You must answer all Knowledge Assessment Questions using your own words. However, you may refer to your Learner Guide and other relevant resources and learning materials to complete this assessment.
Some questions cover processes you would likely encounter in a workplace. Ideally, you should be able to answer these questions based on the processes that are currently in place in your workplace. However, if you do not currently have access to a workplace, then answer the questions based on processes that should be implemented in a typical workplace setting.
The Practical Assessment is made up of the Practical Assignment and Workplace Assessment. This assessment tests your practical skills with respect to the requirements of the unit of competency relevant in this workbook.
The Practical Assessment requires you to complete and submit workplace documents and other documentation relevant to the unit of competency.
The evidence you submit must be your own work except where due reference is made and where you are required to submit supplementary workplace documents such as policies and procedures. 
When completing the assessments included in this workbook:
1. Read the instructions provided in each task carefully before attempting to complete the task. The instructions will guide you on how to answer the question or complete the task satisfactorily.
2. Follow the steps provided in each task. 
· If the question instructs you to describe, provide a description as your response. If the question instructs you to list, provide a list as your response.
· Where there is a number of required responses, provide the required number of responses. For example, if you are asked to list three responses, provide three responses. 
3. Ensure that all your submissions for this assessment indicate your first and last name and that these submissions have been named according to the file naming convention prescribed in each task.


[bookmark: _Toc64884757]Competency-Based Assessments
Definition of Competency
Assessment in this context can be defined as the fair, valid, reliable, and flexible gathering and recording of evidence to support the judgement on whether competency has been achieved. Skills and knowledge (developed in a structured learning situation, at work, or in some other context) are assessed against national standards of competence required by industry, rather than compared with the skills and knowledge of other candidates.

The features of a competency-based assessment system are:
· It is focused on what candidates can do and whether it meets the criteria specified by the industry as competency standards.
· Assessment should mirror the environment the candidate will encounter in the workplace.
· Assessment criteria should be clearly stated to the candidate at the beginning of the learning process.
· Assessment should be holistic. That is, it aims to assess as many elements and/or units of competency as is feasible at one time.
· In competency assessment, a candidate receives one of only two outcomes – ‘competent’ or ‘not yet competent.’
· The basis of assessment is in applying knowledge for some purpose. In a competency system, knowledge for the sake of knowledge is seen to be ineffectual unless it assists a person in performing a task to the level required in the workplace.
· The emphasis in assessment is on assessable outcomes that are clearly stated for the trainer and candidate. Assessable outcomes are tied to the relevant industry competency standards where these exist. Where such competencies do not exist, the outcomes are based upon those identified in a training needs analysis.


[bookmark: _Toc64884758][bookmark: _Hlk38023988]Assessing Nationally-Recognised Training
Developing and conducting assessment, in an Australian Vocational Education and Training (VET) context, is founded on the Principles of Assessment and the Rules of Evidence:
Principles of Assessment
1. Assessment must be valid
· Assessment must include the full range of skills and knowledge needed to demonstrate competency.
· Assessment must include the combination of knowledge and skills with their practical application.
· Assessment, where possible, must include judgements based on evidence drawn from a number of occasions and across a number of contexts.
2. Assessment must be reliable
· Assessment must be reliable and must be regularly reviewed to ensure that assessors are making decisions in a consistent manner.
· Assessors must be trained in national competency standards for assessors to ensure reliability.
3. Assessment must be flexible
· Assessment, where possible, must cover both the on- and off-the-job components of training within a course.
· Assessment must provide for the recognition of knowledge, skills, and attitudes regardless of how they have been acquired.
· Assessment must be made accessible to candidates through a variety of delivery modes, so they can proceed through modularised training packages to gain competencies.
· Assessment must be mutually developed and agreed upon between assessor and the assessed.
· Assessment must be able to be challenged. Appropriate mechanisms must be made for reassessment as a result of challenge.
4. Assessment must be fair
· Assessment process must consider the individual needs of the candidate. 
· Assessment must provide for reasonable adjustments, where appropriate, to consider the individual candidate’s needs.
(Source: Standards for RTOs 2015, Clauses 1.8 – 1.12)


Rules of Evidence
When collecting evidence, certain rules apply to that evidence. All evidence must be valid, sufficient, authentic, and current:
1. Valid
Evidence gathered should meet the requirements of the unit of competency. This evidence should match, or at least reflect, the type of performance that is to be assessed, whether it covers knowledge, skills, or attitudes.
2. Sufficient
This rule relates to the amount of evidence gathered. Enough evidence must be gathered to satisfy the requirements that the candidate be competent in all aspects of the unit of competency.
3. Authentic
When evidence is gathered, the assessor must be satisfied that evidence is the candidate’s own work. 
4. Current
This relates to the recency of the evidence and whether the evidence relates to current abilities.
(Source: Training in Australia by M Tovey, D Lawlor)

[bookmark: _Toc64884759]Dimensions of Competency
The national concept of competency includes all aspects of work performance and not only narrow task skills. The four dimensions of competency are:
1. Task skills
2. Task management skills
3. Contingency management skills
4. Job or role environment skills
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‘Reasonable adjustment’ in VET is the term applied to modifying the learning environment or making changes to the training delivered to assist a candidate with a disability. A reasonable adjustment can be as simple as changing classrooms to be closer to amenities or installing a particular type of software on a computer for a person with vision impairment.
Why make a reasonable adjustment? 
We make reasonable adjustments in VET to make sure that candidates with a disability have: 
· The same learning opportunities as candidates without a disability, and
· The same opportunity to perform and complete assessments as those without a disability. 
Reasonable adjustment applied to participation in teaching, learning, and assessment activities can include:
· Customising resources and assessment activities within the training package or accredited course
· Modifying the presentation medium 
· Learner support
· Use of assistive/adaptive technologies
· Making information accessible both before enrolment and during the course
· Monitoring the adjustments to ensure candidate needs continue to be met
Assistive/Adaptive Technologies
Assistive/Adaptive technology means ‘software or hardware that has been specifically designed to assist people with disabilities in carrying out daily activities’ (World Wide Web Consortium - W3C). It includes screen readers, magnifiers, voice recognition software, alternative keyboards, devices for grasping, visual alert systems, digital note-takers.
(Adapted Reasonable Adjustment in teaching, learning and assessment for learners with a disability - November 2010 - Prepared by - Queensland VET Development Centre) 
IMPORTANT:
Reasonable adjustment made for collecting candidate assessment evidence must not impact on the standard expected by the workplace, as expressed by the relevant unit(s) of competency. For example, if the assessment were gathering evidence of the candidate’s competency in writing, allowing the candidate to complete the assessment verbally would not be a valid assessment method. The method of assessment used by any reasonable adjustment must still meet the competency requirements.
[bookmark: _Toc64884761]The Unit of Competency
The units of competency specify the standards of performance required in the workplace.
This assessment addresses the following unit of competency:
CPCCBC5019 – Manage building and construction business finances (Release 1)
1. Identify requirements of the business.
2. Manage business finances.
3. Process taxation, insurance and payments.
A complete copy of the above unit of competency can be downloaded from the TGA website: 
https://training.gov.au/Training/Details/CPCCBC5019

[bookmark: _Toc64884762]The Context of Assessment
To complete the assessments in this workbook, students need to have access to their learning materials and the Internet. The Knowledge Assessment may be completed wholly at the candidate’s home or chosen place of study. The Practical Assessment must be completed in a workplace or a simulated environment.
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This workbook uses the following assessment method/s:
1. Knowledge Assessment
A set of general and workplace questions testing the candidate’s general knowledge and understanding of the general theory behind the unit.
2. Practical Assignment
[bookmark: _Hlk31694670]A series of written practical tests assessing the candidate’s practical knowledge and understanding of the unit of competency. 
3. Workplace Assessment
A set of tasks or activities completed according to set instructions and guidelines to meet the requirements of the relevant unit. These tasks and activities require you to have access to a workplace or a similar environment.
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The Training Organisation to provide/organise candidate with access to:
· Assessor to supervise and observe candidate as they complete assessments, where required.
· Workplace, or a similar environment, where the candidate can complete the assessments, and that will allow them access to:
· Building and construction project
· Any people resources required for assessment, e.g. workers whom the candidate will communicate to and consult with.
· Organisational policies and procedures relevant in completing all the tasks in this assessment including:
· Organisational policies and procedures for communicating information in the organisation including information on any changes or updates in policies and procedures, plans, etc.  
· Organisational policies and procedures for monitoring implementation of planned measures and established policies and procedures.
· Organisation policies and procedures for the preparation of a Construction Schedule
· Organisation policies and procedures for the monitoring of the actual cashflow of projects
· Organisation policies and procedures for the processing of different business disbursements including disbursements made to suppliers, contractors, and employees
· Organisation policies and procedures for preparing and sending out Payment Claims
· Organisation policies and procedures for keeping track of progress payments
· Organisation policies and procedures for managing outstanding debts
· Organisational policies and procedures for monitoring the financial health of the business
· Organisational policies and procedures for the preparation of a Recommendation Report
· Organisational policies and procedures for recordkeeping 
· Organisational policies and procedures for lodging and paying taxes

· Organisational policies and procedures for adjusting insurance coverage
· Organisational policies and procedures for the preparation of a Loan Amortisation Schedule
· Organisational policies and procedures for the review of the actual cost against budgeted cost
· Documentation templates, including:
· Policies and Procedures for Payroll template
· Policies and Procedures for Taxation template
· Program (Business Changes)
· Program (industry Changes)
· Monitoring Report (Payroll)
· Monitoring Report (Taxation)
· Monitoring Report (Business Changes)
· Monitoring Report (Industry Changes)
· Generic Risk Assessment Report
· Construction Schedule
· Cash Flow Status Report
· Payment Claim
· Progress Payments Tracker
· Financial Health Monitoring Report
· Recommendation Report
· Insurance Update Report
· Loan Amortization Schedule
· Variance Analysis Report


· Workplace documents, e.g. receipts, invoices, vouchers, schedules, reports and other financial records.
· Building and construction legislation, regulations, standards, and codes.
· Common computer applications used to collect and record data and produce reports (Excel, Word, etc.).
· Applications and software used for research, and electronic transmission and receipt of information (Google, Outlook, etc.) 
· Other office resources or equipment relevant in completing the assessment, e.g. payroll software, construction management software, SBR-enabled accounting software, etc.

The candidate will need access to:
· Computer with Internet, email access, and a working web browser
· Installed software: MS Word, Adobe Acrobat Reader

[bookmark: _Toc64884765]Assessment Workbook Cover Sheet
To the candidate: Print this cover sheet and complete it by filling in all the required information and signing in the space provided. Your signature must be handwritten. Scan the completed cover sheet and submit it along with your evidence submissions. Use the filename: CPCCBC5019 Cover Sheet
	Workbook
	CPCCBC5019

	Title
	Manage building and construction business finances (Release 1)

	First and Last Name 
	[bookmark: Text1]     

	Phone
	     

	Email
	     



	Please read the Candidate Declaration below and if you agree to the terms of the declaration, sign and indicate the date in the spaces provided.
By submitting this work, I declare that: 
· I have been advised of the assessment requirements, have been made aware of my rights and responsibilities as an assessment candidate, and choose to be assessed at this time.
· I am aware that there is a limit to the number of submissions that I can make for each assessment, and I am submitting all documents required to complete this Assessment Workbook.
· I have organised and named the files I am submitting according to the instructions provided. I am aware that my assessor will not assess work that cannot be identified and may request the work be resubmitted according to the correct process.
· This work is my own and contains no material written by another person except where due reference is made. I am aware that a false declaration may lead to the withdrawal of qualification or statement of attainment.
· I am aware that there is a policy of checking the validity of qualifications that I submit as evidence as well as the qualifications/evidence of parties who verify my performance or observable skills. I give my consent to contact these parties for verification purposes.

	Name:      
	Signature:      
	Date signed:      




[bookmark: _Toc64884766]Knowledge Assessment
	Preliminary Task
Question 14 of this Knowledge Assessment requires you to refer to the payroll tax law of your state/territory.
For your assessor’s reference, indicate below which state/territory you are currently based or located in by ticking the box that corresponds to your answer.
When answering Question 14, you must refer to the payroll tax law of the state/territory you ticked below.

	

	The state/territory where you are currently based or located in:

	o
	Australian Capital Territory
	o
	South Australia

	o
	New South Wales
	o
	Tasmania

	o
	Northern Territory
	o
	Victoria

	o
	Queensland
	o
	Western Australia





	1. Give two economic trends currently released by the Australian Bureau of Statistics that relates to the construction industry.
Economic trend indicates the current direction by which indicators of the economy generally tend to incline.

	

	i.      

	ii.      



	2. 
Provide two building and construction industry trends.
Industry trend pertains to the current business patterns that occur in a specific industry. 

	

	i.      

	ii.      




	3. Listed below are three possible revenue streams in a building and construction business. For each revenue stream:
i. Provide a brief description, and
ii. Give one example. 

	

	Revenue Stream
	Description
	Example

	Contract and Bids / Project Revenue
	     
	     

	
Service Revenue
	     
	     

	Passive Income
	     
	     




	4. Listed below are three types of expenses incurred by a building and construction business. For each type of expense:
i. Provide a brief description, and
ii. Give one example.

	

	Expense
	Description
	Examples

	Direct Materials
	     
	     

	
Direct Labour
	     
	     

	Construction Overhead
	     
	     




	5. Listed below are two types of project costing that occurs in a construction project. For each type of project costing:
i. Identify its purpose, and
ii. Determine the stage at which each project costing occurs in the lifecycle of a construction project 

	

	Project Costing
	Purpose
	Stage in Lifecycle of the Project 

	Feasibility
	[bookmark: Text2]     
	[bookmark: Text3]     

	Appropriation
	[bookmark: Text4]     
	[bookmark: Text5]     



	6. 
Define contingency planning in the context of building and construction finances. 

	

	[bookmark: Text32]     



	7. 
Provide two examples of business overhead in the context of building and construction. 

	

	i. [bookmark: Text33]     

	ii. [bookmark: Text34]     




	8. Define profit in the context of a building and construction project.

	

	[bookmark: Text35]     




	9. List the three key government bodies that provide sources of information relevant to the building and construction industry. 

	

	i. [bookmark: Text36]     

	ii. [bookmark: Text37]     

	iii.      




	10. Access and review the Australian Consumer Law and answer the following questions.

	

	i. Under the ACL, what classification do builders fall under?
     

	ii. Give three guarantees relevant to builders in relation to the supply of services they provide to consumers.
     

	iii. 
Give three guarantees that builders under the ACL must provide in relation to goods they provide to consumers.
     

	iv. 
Identify one example of unfair contract terms found in Part 2-3 of the Australian Consumer Law.
[bookmark: Text8]     




	11. Access and review the Competition and Consumer Act 2010 and answer the following questions. 

	

	i. Identify the object of the Competition and Consumer Act 2010.
[bookmark: Text9]     

	ii. As per the Competition and Consumer Act 2010, all businesses, including businesses engaged in the construction industry, are prohibited from entering into agreements that relates to cartel provisions. Identify one example of a cartel provision as provided in Section 45AA of the Competition and Consumer Act 2010.
     

	iii. 
Based on the provisions of the Competition and Consumer Act 2010, what could be the initial consequence of an alleged contravention of a civil penalty provision of industry codes (e.g. National Construction Code)?
     




	12. Answer the following questions relating to the income tax obligations of a building and construction business to Australian Taxation Office (ATO).

	

	i. Define income tax.
     

	ii. A building and construction business will have to assess whether it has Personal Services Income to report in its income tax return. Define Personal Services Income.
     

	iii. 
What is the tax report required to be lodged with Australian Taxation Office (ATO) specifically by businesses who employ building and construction services of a contractor?
     

	iv. A business is considered as primarily operating in building and construction industry for tax purposes if it has satisfied at least one of the conditions set out in Sub regulation 64(5) of Taxation Administration Amendment Regulation 2012 (No.1). Identify one of these conditions. 
     

	v. 

There are certain activities that are considered for tax purposes as building and constructions services when performed on or in relation to any part of a building, structure, works, surface or sub-surface. Identify one example of these activities. 
     




	13. Answer the following questions about the capital gains tax obligations of a building and construction business to Australian Taxation Office (ATO).

	

	i. Define Capital Gains Tax (CGT).
[bookmark: Text10]     

	ii. Give one example of an asset that is generally not considered as a CGT asset.
[bookmark: Text11]     

	iii. 
What is a CGT event?
     

	iv. Give one type of CGT event classified under Category C.
     

	v. Identify what legislation contains the provisions on Capital Gains Tax.
     




	14. 
Answer the following questions about the payroll tax obligations of a building and construction business based on your state/territory’s payroll tax laws.

	

	i. Define payroll tax.
     

	ii. Where can you find the contractor provisions in the payroll tax law relevant in your state or territory?
     

	iii. 
Under your state/territory’s payroll tax law, what is the threshold that you must exceed for you to be required to register for payroll tax?
     




	15. 
Answer the following questions about the Fringe Benefits Tax (FBT) obligations of a building and construction business to the Australian Taxation Office (ATO).

	

	i. Define fringe benefits.
     

	ii. Identify one type of fringe benefit.
     

	iii. 
Who shoulders the burden of Fringe Benefits Tax?
     

	iv. Identify one legislation that governs the assessment and collection of Fringe Benefits Tax.
     

	v. Who are required to register for Fringe Benefits Tax?
     




	vi. What tax return do you have to lodge with the ATO when you have an FBT liability to report?
     

	vii. 
Why do you have to differentiate between a contractor and an employee for fringe benefits tax purposes?
     



	16. 
Answer the following questions about pay as you go (PAYG) instalments.

	

	i. Describe the PAYG instalments system.
     

	ii. Identify the legislation that governs the administration of PAYG instalments system.
     

	iii. Identify one reason why a company would be required to pay by instalments.
     




	17. Answer the following questions about Goods and Services Tax (GST).

	

	i. What is GST?
     

	ii. Who bears the burden of GST?
     

	iii. Identify the legislation that governs Goods and Services Tax.
     

	iv. 

When will a business be required to register for GST?
     

	v. What report do you need to lodge with Australian Taxation Office (ATO) in relation to your GST obligations?
     

	vi. Why do you have to differentiate a contractor from an employee for GST purposes?
     




	18. 


Identify two tax differences between a sole trader and a company

	

	i. [bookmark: Text12]     

	ii. [bookmark: Text13]     



	19. 
Answer the following questions about registering for taxes.

	

	i. Give one reason why a business would need to register for a tax file number (TFN).
     

	ii. 
There are different tax registrations, other than TFN registration, that a building and construction business would have to consider. Provide one example of these other tax registrations.
     

	iii. 
Identify one way of how you can register for GST.
     




	iv. What do you need to register for before you can register for GST? 
     

	v. Identify the number of penalty units imposed for failing to meet your obligation to register for GST.
     

	vi. 
What should you register for before making a payment subject to withholding tax?
     

	vii. 
What tax registration should you complete before registering for Fuel Tax Credit?
     

	viii. Why would a business want to register for Fuel Tax Credit?
     




	20. Listed below are two methods for paying taxes in Australia. For each method:
i. Identify the requirements you need to have in order to complete the related payment transactions
ii. Identify one advantage of choosing each
iii. Identify one disadvantage of choosing each

	

	Requirement
	Payment Methods 

	
	Debit Card
	In Person at Australia Post

	i. Payment Requirements
	     
	     

	ii. 
Advantage
	     
	     

	iii. Disadvantage
	     
	     




	21. Answer the following questions about maintaining business and taxation records.

	

	i. List three reasons why it is important to keep business records for taxation purposes.
a.      
b.      
c.      

	ii. As per taxation laws, how long do you need to keep business and taxation records?
     

	iii. 
As per the Corporations Act 2001, how long do companies have to keep their financial records?
     

	iv. According to the Fair Work Act, how long should an entity keep its employee records?
     

	v. Identify one of the five rules of record keeping enumerated by ATO.
     




	vi. 
What would be the penalty for failing to meet your record-keeping obligations to ATO?
     

	vii. Give one example of a record that must be kept by a business engaging with a contractor or a supplier.
     



	22. 
Identify the two most common types of invoices and determine what types of businesses can issue the respective invoices.

	

	Type of Invoice
	The type of business who can issue the invoice  

	i. [bookmark: Text15]     
	     


	ii.      
	     





	23. List the seven details that you have to include in a tax invoice. 

	

	i. [bookmark: Text16]     

	ii.      

	iii.      

	iv.      

	v.      

	vi.      

	vii.      




	24. Identify five different ways of how a business can send invoices to its clients.

	

	i. [bookmark: Text17]     

	ii.      

	iii.      

	iv.      

	v.      



	25. Answer the following questions about invoicing.

	

	i. What should the project manager do when issuing the invoice to the client?
     

	ii. 
What happens if there is a delay in the process of invoicing?
     

	iii. How do you record the invoicing of progress payments in the accounting system?
     




	26. 
Explain how collection of payments is recorded in the accounting system of a business.

	

	[bookmark: Text18]      



	27. Answer the following questions about budgeting.

	

	i. Why is it important to prepare a budget?
[bookmark: Text19]     

	ii. What is a Project Budget?
     

	iii. 
Most businesses have established code of accounts in their accounting system. What is the relevance of these codes of account in budgeting?
     




	28. Explain the use of the listed types of financial reports in managing business finances.

	

	Financial Report
	Use in Managing Business Finances

	Profit or Loss Statement
	[bookmark: Text20]     

	Statement of Cash Flows
	[bookmark: Text21]     



	29. 

Identify two essential tasks that a business must accomplish by the end of the financial year.

	

	i. [bookmark: Text22]     

	ii.      



	30. Identify one advantage and one disadvantage of employing the following payment methods in a building and construction business.
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	Payment Method
	Advantage
	Disadvantage

	Credit Card
	     
	     

	
Debit Card
	     
	     

	
Direct Debit
	     
	     




	Payment Method
	Advantage
	Disadvantage

	
Cheques
	     
	     

	
Cash
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	31. Answer the following questions about financial health.

	

	i. What does financial health of business mean?
[bookmark: Text23]     

	ii. 
Identify one example of a ratio that most businesses will have to analyse when performing a financial health check. 
     




	32. Listed below are two examples of sale calculations. For each sale calculation:
i. Provide its definition
ii. Provide the related formula
iii. Determine how the result of the calculation is analysed

	

	Requirement
	Break-even Point (BEP) in Dollars
	Gross Profit Margin

	Definition  
	     

	     


	
Formula
	     

	     


	Analysis
	      

	     




	33. Listed below are six different financial ratios. For each financial ratio:
i. Identify what type of financial ratio it is
ii. Explain what is being measured by the ratio
iii. Explain how the ratio is computed 
iv. Explain how the ratio should be evaluated  
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	[bookmark: _Hlk112762797]Ratio
	Type of ratio
	What is being measured by this ratio
	How this ratio is computed (formula)
	How this ratio should be evaluated

	Gross Profit Ratio
	     
	     
	     
	     

	Return on Equity (ROE)
	     
	     
	     
	     

	Current Ratio
	     
	     
	     
	     

	Quick Ratio
	     
	     
	     
	     

	
Debt to Equity Ratio
	     
	     
	     
	     

	Loan to value Ratio
(LVR)
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	34. Identify the six steps of how a business can recover outstanding debts as recommended in business.gov.au.

	

	i. [bookmark: Text24]     

	ii.      

	iii.      

	iv.      

	v.      

	vi.      



	35. 
Identify one way on how a building and construction business can reduce its expenses.

	

	[bookmark: Text25]     



	36. Identify one way on how a business can rearrange its expenses to improve its financial position.

	

	[bookmark: Text26]     



	37. 
Explain how selling of assets can improve the financial position of a business.

	

	[bookmark: Text27]     




	38. Provide the primary reason why price increase would be necessary to improve a business’s financial position.

	

	     



	39. Answer the following questions about consolidation of debt.

	

	i. What is debt consolidation?
[bookmark: Text28]     


	ii. 
How can consolidation of debts help in improving and managing a business’s financial position?
     




	40. Answer the following questions about keeping track of cash flows.

	

	i. Provide one way of how a building and construction business can keep track of its cash flows.
     

	ii. 
Describe what a Cash Flow Status Report is.
     



	41. Identify two ways of how a business can improve its cash flows.

	

	i. [bookmark: Text29]     

	ii.      




	42. Describe each type of insurance.

	

	Insurance
	Description

	Public Liability
	     

	Builders’ Risk
	     

	Income Loss
	     

	Workers Compensation
	     

	Commercial Vehicles
	     




	43. Answer the following questions about contractual financial arrangements in building and construction.

	

	i. Where would you usually find the terms on payments subject to quality of work in a construction contract?
[bookmark: Text30]     

	ii. What does ‘Retention’ mean in the context of contractual agreements?
     

	iii. What does product quality mean in a construction contract?
     

	iv. 
What does product compliance mean in a construction contract?
     

	v. Why do you need the terms on product quality and compliance on the construction contract?
     

	vi. Why do you need to know the terms and conditions of payment in the construction contract?
     




	44. 
Provide two reasons why it is important to know the terms and conditions of payment in a construction project

	

	i. [bookmark: Text31]     

	ii.      




[bookmark: _Toc64884767]Practical Assessment
[bookmark: _Toc53038397][bookmark: _Toc64884768]Candidate Instructions
The Practical Assessment is a set of tasks that must be completed in a workplace, or in an environment with conditions similar to that of a real workplace. 
This assessment will help you demonstrate skill requirements relevant to managing building and construction business finances.
The Practical Assessment includes the following:
1. Practical Assignment
A series of written practical tests assessing the candidate’s practical knowledge and understanding of the unit of competency. 
2. Workplace Assessment
A set of tasks or activities completed according to set instructions and guidelines to meet the requirements of the relevant unit. These tasks and activities require you to have access to a workplace or a similar environment.
[bookmark: _Toc47457527][bookmark: _Toc53038398]

[bookmark: _Toc64884769]Preliminary Assessment Information
	The tasks in this practical assessment must be completed in a workplace (or a similar environment) and in the context of a building and construction project which you are currently a part of. 
E.g. You are a builder, a site manager in training, foreperson, or an apprentice in this project, etc.
Please approach your Training Provider for further assistance on accessing the resources required for this assessment.
Before starting the practical assessment, record the following information for your assessor’s reference. 
When completing the tasks in this practical assessment ensure that your responses and performance must align with the information you have provided below.
For example (but not limited to):
· If the task asks you to refer to building and construction legislation and regulatory requirements, refer to the requirements that apply to the state/territory where your nominated building and construction project is undertaken.
· If the task requires you to follow organisational policies and procedures, refer to the policies and procedures in your nominated organisation/workplace.

	

	
Work role/title
	     

	Organisation/workplace
	     


	Building and construction project
	     


	Project overview
	     





	Building classification
	     


	Project site address
	     


	State/territory where this project is being undertaken
	     



[bookmark: _Toc52091797][bookmark: _Toc53038399]


[bookmark: _Toc31695067][bookmark: _Toc53038400][bookmark: _Toc64884770]Practical Assignment
[bookmark: _Toc31695068][bookmark: _Toc53038401][bookmark: _Toc64884771]Overview
	The goal of this assessment is to assess your practical knowledge of:
· Different legislation relevant to a building and construction business
· Different regulations relevant to a building and construction business
· Different business requirements of a building and construction business
· Operational requirements of business
· The areas in the business where you will need to seek expert advice
· Your obligations and responsibilities in managing business finances
This assessment has seven tasks:
1. Task 1 – Identify Building and Construction Legislation
2. Task 2 – Identify Building and Construction Regulation
3. Task 3 – Identify Operational Requirements
4. Task 4 – Identify Business Requirements
5. Task 5 – Identify Areas of The Business Where You Will Need to Seek Expert Advice
6. Task 6 – Interpret Your Responsibilities in Managing the Finances of The Business
7. Task 7 – Interpret Your Obligations in Managing the Finances of The Business
This task must be completed in the context of the workplace you have nominated in the “Workplace Information” section.
You are required to:
· Review the task instructions included in this Practical Assignment.
· Record your response as required in the instructions.
Resources required for assessment
· Access to the relevant legislation registers
· Access to the contract of your nominated project




	1. Identify three building and construction legislation relevant in the state/territory where your nominated project is being undertaken and provide one of the objects of each legislation.

	

	Title of the Legislation
	Object

	i.      
	     


	ii.      
	     


	iii.      
	     





	2. Identify three building and construction regulations relevant in the state/territory where your nominated project is being undertaken and provide the objective of each.

	

	

Name of the Regulation
	Objective

	i. [bookmark: Text46]     
	     

	ii. [bookmark: Text47]     
	     

	iii. [bookmark: Text48]     
	     




	3. Access and review the contract of your nominated project and:
i. Identify two operational requirements in the project
ii. Provide your basis for each requirement identified (i.e. from which terms or specifications in the contract did you base your response)
iii. Submit a copy of the contract reviewed
Operational requirements are defined in the context of this assessment as those requirements that concern the inner workings of the business and which must be satisfied in the conduct of its operations (i.e. providing construction services). It answers the question, ‘what resources will the business need in order to complete the construction project?’ 

	

	
Operational Requirement
	Basis

	i. [bookmark: Text49]     
	     

	ii. [bookmark: Text50]     
	     




	4. 
Answer the following questions about the business requirements of a building and construction business.

	

	i. What must be lodged with Australian Securities & Investments Commission (ASIC) by public companies?
     

	ii. What would a business need to lodge with the Australian Taxation Office (ATO) if the business makes payments to sub-contractors?
     

	iii. Is a company, operating as building and construction business, required to register for an Australian Business Number (ABN)?
     




	5. Identify three areas of the business where you will need to seek expert advice and assistance in managing business finances.
Give two specialised skills that you can associate with the professionals practising in those business areas you have identified.

	

	[bookmark: _Hlk58420477]Business Area
	Specialised Skills

	i. [bookmark: Text45]     
	     


	ii.      
	     


	iii.      
	     





	6. Listed below are three of your responsibilities in managing the finances of the business. 
Identify one subject matter that you should know of in order to be competent in fulfilling each of the responsibilities listed below.

	

	Responsibilities 
	Subject matter to be knowledgeable about

	i. Monitor financial health of the business
	     

	ii. Review business finances against project budgets 
	     

	iii. Introduce options to improve the financial position of the business
	     




	7. 
Listed below are three of your obligations to external stakeholders in relation with your role in managing business finances.
Identify one activity that you should do in relation to each of the obligations listed below.

	

	Obligations 
	Activity to Perform in Relation to the Obligation

	i. Ensure that the business lodge tax returns on time
	     

	ii. Ensure that the business is compliant with the recordkeeping requirements set out in relevant tax laws
	     




[bookmark: _Toc64884772]Workplace Assessment
[bookmark: _Toc53038404][bookmark: _Toc64884773]Overview
	The goal of this assessment is to assess your practical knowledge and skills in:
· Identifying requirements of the business
· Managing business finances
· Processing taxation, insurance, and payments
This workplace assessment is made up of seventeen workplace tasks:
1. Task 1 – Establishing a Payroll System
2. Task 2 – Establishing a System for Taxation
3. Task 3 – Establishing a Business Program to Remain Compliant with Business Changes
4. Task 4 – Establishing a Business Program to Remain Up to Date with Industry Changes
5. Task 5 – Conducting a Financial Risk Assessment
6. Task 6 – Scheduling Project Expenses
7. Task 7 – Monitor the Actual Cash Flow of the Project
8. Task 8 – Process Project Disbursements
9. Task 9 – Manage Progress Payments
10. Task 10 – Manage Outstanding Debts
11. Task 11 – Monitor the Financial Health of the Business
12. Task 12 – Prepare a Recommendation Report
13. Task 13 – Maintain Financial Records
14. Task 14 – Lodge and Pay Taxes
15. Task 15 – Review and Adjust Insurance Covers
16. Task 16 – Monitor Loan and Interest Payments
17. Task 17 – Review Ongoing Business Finances Against Project Budgets
Each task comes with a set of instructions. You are to follow and perform these instructions while being observed by the assessor and submit any required documentation.




	Before starting this assessment, your assessor will also discuss with you these tasks as well as instructions and guidance for satisfactorily completing them. They will also organise the resources required for this assessment (listed below).
You are required to:
· Complete the tasks within the time allowed, as scheduled in-class roll.
· Review the instructions in each task.
· Identify requirements of the business
· Manage business finances
· Process taxation, insurance, and payments
· Perform the workplace task according to the instructions provided
· Complete and submit any required documentation. 
Resources required for assessment:
To complete this assessment, you will need access to the following:
· A workplace or a similar environment that will allow you access to:
· Building and construction project
· Any people resources required for assessment, e.g. employees whom you will need to communicate to and consult with.
· Organisational policies and procedures relevant in completing the tasks in this assessment.
· Documentation templates, including:
· Policies and Procedures for Payroll template
· Policies and Procedures for Taxation template
· Program (Business Changes)
· Program (industry Changes)
· Monitoring Report (Payroll)
· Monitoring Report (Taxation)
· Monitoring Report (Business Changes)
· Monitoring Report (Industry Changes)
· Generic Risk Assessment Report
· Construction Schedule

	· Cash Flow Status Report
· Payment Claim
· Progress Payments Tracker
· Financial Health Monitoring Report
· Recommendation Report
· Insurance Update Report
· Loan Amortization Schedule
· Variance Analysis Report
· Workplace documents, e.g. receipts, invoices, vouchers, schedules, reports and other financial records.
· Building and construction legislation, regulations, standards, and codes.
· Common applications and software used to collect and record data and produce reports (Excel, Word, etc.).
· Digital devices, applications, and software used for research, and electronic transmission and receipt of information (Google, Outlook, etc.) 
· Other office resources or equipment relevant in completing the assessment, e.g. payroll software, construction management software, SBR-enabled accounting software, etc.




[bookmark: _Toc64884774][bookmark: _Hlk51588141]Task 1 – Establishing a Payroll System
[bookmark: _Toc64884775]Task 1.1 – Developing policies and procedures
	Develop policies and procedures that are relevant in establishing an effective payroll system for a building and construction business. 
STEPS TO TAKE
1. Consult with professionals from other areas of the business (e.g. accounting, payroll) in order to seek expert advice and to gain further understanding of the business’s existing payroll system. 
Secure documentation of your consultation as you will need to submit this as part of completing this task. The documentation you submit may include meeting minutes, email correspondence, etc.
2. Develop payroll policies and procedures for a building and construction business. Ensure that you apply the information you gathered from your consultation with other professionals.
Use your organisation’s Policies and Procedures for Payroll template in documenting the policies and procedures you will develop in this task, or you may use the Generic Policies and Procedures for Payroll template provided along with this workbook.
YOU WILL BE ASSESSED ON YOUR
· Practical knowledge of the policies and procedures that must be developed in order to establish an effective payroll system for a building and construction business
· Practical skills relevant to developing clear and effective policies and procedures for payroll
· Practical skills relevant to communicating effectively with professionals from other areas of the business
ASSESSOR’S CHECKLIST
Before starting this task, review the Workplace Assessment Task 1.1 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your submission must address to complete this task satisfactorily.




	YOUR ASSESSOR WILL
· Provide you with a copy of the policies and procedures relevant to this task and discuss these policies and procedures with you.
· Organise workplace resources required for you to complete this assessment.
· Discuss with you the requirements listed in the Assessor’s Checklist prior to the assessment.
· Address your queries and concerns regarding this task.
EVIDENCE TO BE SUBMITTED
After completing this task, submit the following to your assessor:
· Payroll Policies and Procedure document
· Documentation of your consultation with professionals from other areas of the business (e.g. copies of the email correspondence, meeting minutes)



[bookmark: _Toc64884776]

Task 1.2 – Communicating the Policies and Procedures
	While being observed by your assessor, meet with all relevant personnel and effectively communicate the policies and procedures you have developed from Task 1.1. 
STEPS TO TAKE
1. Communicate the policies and procedures you have developed from Task 1.1 to all the relevant personnel.
Relevant personnel may include but are not limited to staff whose responsibilities and roles were identified in the Policies and Procedures for Payroll document.
You must follow the organisation’s policies and procedures when communicating the content of the Policies and Procedures for Payroll document to all relevant personnel.
2. Secure documentation of how you were able to communicate the policies and procedures you have developed from Task 1.1. 
YOU WILL BE ASSESSED ON YOUR
· Practical knowledge of communication techniques and the organisation’s communication procedures 
· Practical skills in communicating policies and procedures to relevant personnel
OBSERVATION FORM
Before starting this task review the Workplace Assessment Task 1.2 – Observation Form provided along with this workbook. This form lists all the practical skills you need to demonstrate while completing this task. 
YOUR ASSESSOR WILL
· Provide you with a copy of your organisation’s policies and procedures relevant to this task
· Organise workplace resources required for you to complete this assessment.
· Discuss with you the practical skills listed in this Observation Form prior to the assessment.
· Address your queries and concerns regarding this task.
EVIDENCE TO BE SUBMITTED
· After completing this task, submit the related documentation for this task to your assessor. Your documentation must include meeting minutes.



[bookmark: _Toc64884777]Task 1.3 – Monitoring the implementation of the policies and procedures
	[bookmark: _Hlk58383923]Monitor the implementation of the policies and procedures you have developed from Task 1.1. Document the results of this task using the Monitoring Report (Policies and Procedures) template provided along with this workbook. 
STEPS TO TAKE
1. [bookmark: _Hlk58384291]Enquire with relevant personnel how the policies and procedures are being implemented.
Secure related documentation for the queries conducted in relation to this task (e.g. meeting minutes, email correspondence, etc.). 
2. Inspect various documents to check the implementation of policies and procedures.
3. Observe workplace processes to check if the policies and procedures are being implemented accordingly.
This workplace task must be performed twice in the course of this assessment.
YOU WILL BE ASSESSED ON YOUR 
· [bookmark: _Hlk58384038]Practical knowledge and skills relevant to monitoring the implementation of payroll policies and procedures

	ASSESSOR’S CHECKLIST
Before starting this task review the Workplace Assessment Task 1.3 – Assessor’s Checklist provided along with this workbook. This form lists all the practical skills you need to demonstrate while completing this task.
YOUR ASSESSOR WILL
· Organise workplace resources required for you to complete this assessment.
· Discuss with you the requirements listed in this Assessor’s Checklist prior to the assessment.
· Address your queries and concerns regarding this task.
EVIDENCE TO BE SUBMITTED
After completing this task, submit the following to your assessor:
· Monitoring Report (Payroll) document
· Documentation of queries conducted in relation to this task (e.g. copies of the email correspondence, meeting minutes)




[bookmark: _Toc64884778]Task 2- Establishing a System for Taxation
[bookmark: _Toc64884779]Task 2.1. – Developing Policies and Procedures
	Develop policies and procedures that are relevant in establishing an effective taxation system for a building and construction business.
STEPS TO TAKE
1. Consult with professionals from other areas of the business (e.g. accounting, taxation) in order to seek expert advice and to gain further understanding of the business’s existing taxation system.
Secure documentation of your consultation as you will need to submit this as part of completing this task. The documentation you submit may include meeting minutes, email correspondence, etc.
2. Develop taxation policies and procedures for a building and construction business. Ensure that you apply the information you gathered from your consultation with other professionals.
Use your organisation’s Policies and Procedures for Taxation template in documenting the policies and procedures you will develop in this task, or you may use the Generic Policies and Procedures for Taxation template provided along with this workbook. 
YOU WILL BE ASSESSED ON YOUR
· Practical knowledge of the policies and procedures that must be developed in order to establish an effective taxation system for a building and construction business
· Practical skills relevant to developing clear and effective policies and procedures for taxation
· Practical skills relevant to communicating effectively with professionals from other areas of the business
ASSESSOR’S CHECKLIST
Before starting this task, review the Workplace Assessment Task 2.1 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your submission must address to complete this task satisfactorily. 




	ASSESSOR’S CHECKLIST
Before starting this task, review the Workplace Assessment Task 2.1 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your submission must address to complete this task satisfactorily. 
YOUR ASSESSOR WILL
· Provide you with a copy of the policies and procedures relevant to this task and discuss these policies and procedures with you.
· Organise workplace resources required for you to complete this assessment.
· Discuss with you the requirements listed in the Assessor’s Checklist prior to the assessment.
· Address your queries and concerns regarding this task.
EVIDENCE TO BE SUBMITTED
After completing this task, submit the following to your assessor:
· Policies and Procedure for Taxation document
· Documentation of your consultation with professionals from other areas of the business (e.g. copies of the email correspondence, meeting minutes)




[bookmark: _Toc64884780]Task 2.2. – Communicating the Policies and Procedures
	While being observed by your assessor, meet with all relevant personnel and effectively communicate the policies and procedures you have developed from Task 2.1. 
STEPS TO TAKE
1. Communicate the policies and procedures you have developed from Task 2.1 to all the relevant personnel.
Relevant personnel may include but are not limited to staff whose responsibilities and roles were identified in the Policies and Procedures for Taxation document.
You must follow the organisation’s policies and procedures when communicating the content of the Policies and Procedures for Taxation document to all relevant personnel.
2. Secure documentation of how you were able to communicate the policies and procedures you have developed from Task 2.1. 
YOU WILL BE ASSESSED ON YOUR
· Practical knowledge of communication techniques and the organisation’s communication procedures 
· Practical skills in communicating policies and procedures to relevant personnel
OBSERVATION FORM
Before starting this task review the Workplace Assessment Task 2.2 – Observation Form provided along with this workbook. This form lists all the practical skills you need to demonstrate while completing this task.
YOUR ASSESSOR WILL
· Provide you with a copy of your organisation’s policies and procedures relevant to this task
· Organise workplace resources required for you to complete this assessment.
· Discuss with you the practical skills listed in this Observation Form prior to the assessment.
· Address your queries and concerns regarding this task.
EVIDENCE TO BE SUBMITTED
After completing this task, submit the related documentation for this task to your assessor. Your documentation must include meeting minutes.




[bookmark: _Toc64884781]Task 2.3. – Monitoring the Implementation of the Policies and Procedures 
	Monitor the implementation of the policies and procedures you have developed from Task 2.1. Document the results of this task using the Monitoring Report (Taxation) template provided along with this workbook.
STEPS TO TAKE
1. Enquire with relevant personnel on how the policies and procedures are being implemented.
Secure related documentation for the queries conducted in relation to this task (e.g. meeting minutes, email correspondence, etc.). 
2. Inspect various documents to check the implementation of policies and procedures.
3. Observe workplace processes to check if the policies and procedures are being implemented accordingly.
This workplace task must be performed twice in the course of this assessment.
YOU WILL BE ASSESSED ON YOUR 
Practical knowledge and skills relevant to monitoring the implementation of taxation policies and procedures
ASSESSOR’S CHECKLIST
Before starting this task review the Workplace Assessment Task 2.3 – Assessor’s Checklist provided along with this workbook. This form lists all the practical skills you need to demonstrate while completing this task.
YOUR ASSESSOR WILL
· Organise workplace resources required for you to complete this assessment.
· Discuss with you the requirements listed in this Assessor’s Checklist prior to the assessment.
· Address your queries and concerns regarding this task.
EVIDENCE SUBMITTED
After completing this task, submit the following to your assessor:
· Monitoring Report (Taxation) document
· Documentation of queries conducted in relation to this task (e.g. copies of the email correspondence, meeting minutes)




[bookmark: _Toc64884782]Task 3 – Establishing a Business Program to Remain Compliant with Business Changes
[bookmark: _Toc64884783]Task 3.1. – Develop set of measures for remaining compliant with business changes
	[bookmark: _Hlk58552472]Develop set of measures that the business will need to undertake in order to remain up to date with business changes. Document the results of this task in the Program (Business Changes) form provided along with this workbook. 
YOU WILL BE ASSESSED ON YOUR 
· Practical knowledge and skills relevant to developing a set of measures for remaining compliant with business changes
ASSESSOR’S CHECKLIST
Before starting this task, review the Workplace Assessment Task 3.1 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your submission must address to complete this task satisfactorily. 
YOUR ASSESSOR WILL
· Provide you with a copy of the policies and procedures relevant to this task and discuss these policies and procedures with you.
· Organise workplace resources required for you to complete this assessment.
· Discuss with you the requirements listed in the Assessor’s Checklist prior to the assessment.
· Address your queries and concerns regarding this task.
EVIDENCE SUBMITTED
After completing this task, submit the Business Program document you have completed for this task to your assessor.




[bookmark: _Toc64884784]Task 3.2. – Communicating the program
	While being observed by your assessor, meet with all relevant personnel and effectively communicate the content of the Business Program developed from Task 3.1. 
STEPS TO TAKE
1. Communicate the content of the Business Program you have developed from Task 3.1 to all the relevant personnel.
Relevant personnel are the individuals within the organisation who will be called to observe the set of measures developed from Task 3.1.
You must follow the organisation’s policies and procedures when communicating the content of the Business Program document.
2. Secure documentation of how you were able to communicate the set of measures you have developed from Task 3.1. 
YOU WILL BE ASSESSED ON
· Practical knowledge of communication techniques and the organisation’s communication procedures 
· Practical skills in business communication
OBSERVATION FORM
Before starting this task review the Workplace Assessment Task 3.2 – Observation Form provided along with this workbook. This form lists all the practical skills you need to demonstrate while completing this task.
YOUR ASSESSOR WILL
· Provide you with a copy of your organisation’s policies and procedures relevant to business communication 
· Organise workplace resources required for you to complete this assessment.
· Discuss with you the practical skills listed in this Observation Form prior to the assessment.
· Address your queries and concerns regarding this task.
EVIDENCE TO BE SUBMITTED
After completing this task, submit the related documentation for this task to your assessor. Your documentation must include meeting minutes.




[bookmark: _Toc64884785]Task 3.3. – Monitoring the implementation of the program
	Monitor the implementation of the set of measures you have developed from Task 3.1. Document the results of this task using the Monitoring Report (Business Changes) template provided along with this workbook. 
STEPS TO TAKE
1. Enquire with relevant personnel on how the policies and procedures are being implemented.
Secure related documentation for the queries conducted in relation to this task (e.g. meeting minutes, email correspondence, etc.). 
2. Inspect various documents to check the implementation of policies and procedures.
3. Observe workplace processes to check if the policies and procedures are being implemented accordingly.
This workplace task must be performed twice in the course of this assessment.
YOU WILL BE ASSESSED ON YOUR
Practical knowledge and skills relevant to monitoring the implementation of the business program
ASSESSOR’S CHECKLIST
Before starting this task review the Workplace Assessment Task 3.3 – Assessor’s Checklist provided along with this workbook. This form lists all the practical skills you need to demonstrate while completing this task.
YOUR ASSESSOR WILL
· Provide you with a copy of the organisation’s policies and procedures relevant to this task
· Organise workplace resources required for you to complete this assessment.
· Discuss with you the requirements listed in this Assessor’s Checklist prior to the assessment.
· Address your queries and concerns regarding this task.




	EVIDENCE TO BE SUBMITTED
After completing this task, submit the following to your assessor:
· Monitoring Report document
· Documentation of queries conducted in relation to this task (e.g. copies of the email correspondence, meeting minutes)



[bookmark: _Toc64884786]Task 4 – Establishing a Business Program to Remain Up to Date with Industry Changes
[bookmark: _Toc64884787]Task 4.1. – Developing a set of measures for remaining up to date with industry changes
	Plan the set of measures that the business will need to undertake to remain up to date with industry changes. Document the results of this task using the Program (Industry Changes) form provided along with this workbook. 
YOU WILL BE ASSESSED ON YOUR 
Practical knowledge and skills relevant to developing a set of measures for remaining up to date with industry changes
ASSESSOR’S CHECKLIST
Before starting this task, review the Workplace Assessment Task 4.1 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your submission must address to complete this task satisfactorily. 
YOUR ASSESSOR WILL
· Provide you with a copy of the policies and procedures relevant to this task and discuss these policies and procedures with you.
· Organise workplace resources required for you to complete this assessment.
· Discuss with you the requirements listed in the Assessor’s Checklist prior to the assessment.
· Address your queries and concerns regarding this task.
EVIDENCE TO BE SUBMITTED
After completing this task, submit the completed Business Program document to your assessor.




[bookmark: _Toc64884788]Task 4.2. – Communicating the program
	While being observed by your assessor, meet with all relevant personnel and effectively communicate the content of the Business Program developed for Task 4.1. 
STEPS TO TAKE
1. Communicate the content of the Business Program you developed for Task 4.1 to all the relevant personnel.
Relevant personnel are the individuals within the organisation who will be called to observe the set of measures developed from Task 4.1.
You must follow the organisation’s policies and procedures when communicating the content of the Business Program document.
2. Secure documentation of how you were able to communicate the set of measures you have developed from Task 4.1. 
YOU WILL BE ASSESSED ON YOUR
· Practical knowledge of different communication techniques and the organisation’s communication procedures
· Practical skills in business communication
OBSERVATION FORM
Before starting this task review the Workplace Assessment Task 4.2 – Observation Form provided along with this workbook. This form lists all the practical skills you need to demonstrate while completing this task. 
YOUR ASSESSOR WILL
· Provide you with a copy of your organisation’s policies and procedures relevant to business communication 
· Organise workplace resources required for you to complete this assessment.
· Discuss with you the practical skills listed in this Observation Form prior to the assessment.
· Address your queries and concerns regarding this task.
EVIDENCE TO BE SUBMITTED
After completing this task, submit the related documentation for this task to your assessor. Your documentation must include meeting minutes.




[bookmark: _Toc64884789]Task 4.3. – Monitoring the implementation of the program
	Monitor the implementation of the set of measures you have developed from Task 4.1. Document the results of this task using the Monitoring Report (Industry Changes) template provided along with this workbook. 
STEPS TO TAKE
1. Enquire with relevant personnel on how the policies and procedures are being implemented.
Secure related documentation for the queries conducted in relation to this task (e.g. meeting minutes, email correspondence, etc.). 
2. Inspect various documents to check the implementation of policies and procedures.
3. Observe workplace processes to check if the policies and procedures are being implemented accordingly.
This workplace task must be performed twice in the course of this assessment.
YOU WILL BE ASSESSED ON YOUR
Practical knowledge and skills relevant to monitoring implementation of a business program
ASSESSOR’S CHECKLIST
Before starting this task review the Workplace Assessment Task 4.3 – Assessor’s Checklist provided along with this workbook. This form lists all the practical skills you need to demonstrate while completing this task.
YOUR ASSESSOR WILL
· Provide you with a copy of the organisation’s policies and procedures relevant to this task
· Organise workplace resources required for you to complete this assessment.
· Discuss with you the requirements listed in this Assessor’s Checklist prior to the assessment.
· Address your queries and concerns regarding this task.





	EVIDENCE TO BE SUBMITTED
After completing this task, submit the following to your assessor:
· Monitoring Report document
· Documentation of queries conducted in relation to this task (e.g. copies of the email correspondence, meeting minutes)



[bookmark: _Toc64884790]Task 5 – Conducting a Financial Risk Assessment
	Conduct a financial risk assessment for the business. Use your organisation’s Risk Assessment Report template in documenting the results of this task, or you may use the Generic Risk Assessment Report template provided along with this workbook.
YOU WILL BE ASSESSED ON YOUR
Practical knowledge and skills relevant to conducting a risk assessment to determine adverse outcomes and consequences
ASSESSOR’S CHECKLIST
Before starting this task, review the Workplace Assessment Task 5 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your submission must address to complete this task satisfactorily.
YOUR ASSESSOR WILL
· Provide you with a copy of policies and procedures relevant to conducting a financial risk assessment and discuss these policies and procedures with you.
· Organise workplace resources required for you to complete this assessment.
· Discuss with you the requirements listed in the Assessor’s Checklist prior to the assessment.
· Address your queries and concerns regarding this task.
EVIDENCE TO BE SUBMITTED
After completing this task, submit the Risk Assessment Report to your assessor.




[bookmark: _Toc64884791]Task 6 – Scheduling Project Expenses 
	[bookmark: _Hlk59003416]Prepare a Construction Schedule for your nominated project. 
STEPS TO TAKE
1. Access and review the Project Budget and the Schedule of Progress Payments of your nominated project as reference to prepare the Construction Schedule.
2. Prepare a Construction Schedule for your nominated project. Ensure that the information in the Construction Schedule is consistent with the information in the documents you accessed in Step 1.
Use your organisation’s Construction Schedule template, or you may use the Generic Construction Schedule provided along with this workbook.
3. Have your project manager review your submitted Construction Schedule. They must accomplish and sign the Third-Party Report Form (Construction Schedule) to confirm that your submission is accurate. 
YOU WILL BE ASSESSED ON YOUR
· [bookmark: _Hlk59003502]Practical knowledge of how to allocate expenses over the life of the project
· Practical skills relevant to preparing a Construction Schedule
ASSESSOR’S CHECKLIST
Before starting this task, review the Workplace Assessment Task 6 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your submission must address to complete this task satisfactorily. 
YOUR ASSESSOR WILL
· Provide you with a copy of the policies and procedures relevant to preparing a Construction Schedule
· Organise workplace resources required for you to complete this assessment.
· Discuss with you the requirements listed in the Assessor’s Checklist prior to the assessment.
· Address your queries and concerns regarding this task.




	EVIDENCE TO BE SUBMITTED
After completing this task, submit the following to your assessor:
· Construction Schedule
· Third-Party Report Form completed by your project manager
· Copy of the Project Budget reviewed
· Copy of the Schedule of Progress Payment reviewed



[bookmark: _Toc64884792]Task 7 – Monitor the Actual Cash Flow of the Project
	Monitor the actual cash flow of the project by access and reviewing relevant source documents.
STEPS TO TAKE 
1. [bookmark: _Hlk59022734][bookmark: _Hlk59012336]Access and review source documents relevant to the cash flow of your nominated project.
2. [bookmark: _Hlk59012479]Record the actual cash flow of your nominated project following the relevant policies and procedures of the organisation. 
Use your organisation’s template for recording the cash inflows and outflows of a project, or you may use the Cash Flow Status Report template provided along with this workbook.   
3. Have your project manager review your submitted Cash Flow Status Report. They must accomplish and sign the Third-Party Report Form (Cash Flow Status) to confirm that your submission is accurate.
YOU WILL BE ASSESSED ON YOUR
· [bookmark: _Hlk59022796][bookmark: _Hlk59012370]Practical knowledge of different cash flow transactions that must be tracked in a project
· [bookmark: _Hlk59022805]Practical skills relevant to recording the project’s actual cash flows
ASSESSOR’S CHECKLIST
Before starting this task, review the Workplace Assessment Task 7 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your submission must address to complete this task satisfactorily. 




	YOUR ASSESSOR WILL
· Provide you with a copy of the policies and procedures relevant to this task
· Organise workplace resources required for you to complete this assessment
· Discuss with you the requirements listed in the Assessor’s Checklist prior to the assessment
· Address your queries and concerns regarding this task.
EVIDENCE TO BE SUBMITTED
After completing this task, submit the following to your assessor.
· Cash Flow Status Report
· Copy of the source documents you have accessed and reviewed relevant to this task, e.g. receipts, invoices.



[bookmark: _Toc64884793]

Task 8 – Process Project Disbursements 
	[bookmark: _Hlk59024688]While being observed by your assessor, you must process the following project disbursements in accordance with the organisation’s policies and procedures:
· Pay the suppliers for invoices due for the month
· Pay the contractors for invoices due for the month
· Pay the employee salaries and wages for the month  
YOU WILL BE ASSESSED ON YOUR 
· Practical knowledge and skills relevant to processing disbursements in accordance with organisational policies and procedures
OBSERVATION FORM
Before starting this task, review the Workplace Assessment Task 8 – Observation Form provided along with this workbook. This form lists all the practical skills you need to demonstrate while completing this task. 
YOUR ASSESSOR WILL
· Provide you with a copy of your organisation’s policies and procedures for processing disbursements 
· Organise workplace resources required for you to complete this assessment.
· Discuss with you the practical skills listed in this Observation Form prior to the assessment.
· Address your queries and concerns regarding this task.





	EVIDENCE TO BE SUBMITTED
After completing this task, submit the following to your assessor:
· Copies of the invoices accessed and reviewed in relation to the payment transactions made to suppliers and contractors
· Copies of the payment vouchers filed in relation to contractor and supplier invoices processed
If the organisation does not employ a voucher system, you must secure other evidence that the payment transactions you have processed were authorised, e.g., copies of the authorisation letters you have secured from the relevant personnel.
· Copies of receipts secured for payments made to contractor and suppliers
· Copies of payroll records related to the salaries and wages paid to the employees of the project
· Copies of proof of payment for salaries and wages paid to employees of the project, e.g. summaries generated from respective banks, set of payroll slips, etc.)





[bookmark: _Toc64884794]Task 9 – Manage Progress Payments
[bookmark: _Toc64884795]Task 9.1 – Process Payment Claims
	Prepare and send out payment claims in accordance with the organisation’s relevant policies and procedures.
YOU WILL BE ASSESSED ON YOUR 
[bookmark: _Hlk59416969]Practical knowledge and skills relevant to preparing and sending out payment claims according to organisational policies and procedures
ASSESSOR’S CHECKLIST
Before starting this task, review the Workplace Assessment Task 9.1 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your submission must address to complete this task satisfactorily. 
YOUR ASSESSOR WILL
· Provide you with a copy of the policies and procedures relevant to this task
· Organise workplace resources required for you to complete this assessment
· Discuss with you the requirements listed in the Assessor’s Checklist prior to the assessment
· Address your queries and concerns regarding this task.
EVIDENCE TO BE SUBMITTED
After completing this task, submit the following to your assessor:
· Copies of the payment claims you have prepared and sent out
· Copies of the source documents that you reviewed when preparing the payment claims
· Documentation that you have sent out the payment claims which may include but is not limited to email correspondence, formal notices, acknowledgment receipts, payment schedule, etc.




[bookmark: _Toc64884796]Task 9.2 – Keep Track of Progress Payments
	[bookmark: _Hlk59726160]Keep track of the progress payments of your nominated project following your organisation’s policies and procedures.
Use your organisation’s template for keeping track of the project’s progress payments, or you may use the Generic Progress Payments Tracker template provided along with this workbook. 
YOU WILL BE ASSESSED ON YOUR
[bookmark: _Hlk59414847][bookmark: _Hlk59414867]Practical knowledge and skills relevant to keeping track of progress payments according to organisational policies and procedures
ASSESSOR’S CHECKLIST
· Before starting this task, review the Workplace Assessment Task 9.2 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your submission must address to complete this task satisfactorily.
YOUR ASSESSOR WILL
· Provide you with a copy of the policies and procedures relevant to this task
· Organise workplace resources required for you to complete this assessment
· Discuss with you the requirements listed in the Assessor’s Checklist prior to the assessment
· Address your queries and concerns regarding this task.
EVIDENCE TO BE SUBMITTED
After completing this task, submit the following to your assessor:
· The Progress Payments Tracker
· The copies of the source documents you have reviewed in relation to this task, e.g. contracts, cost summaries, payment claims, schedules, invoices, receipts, bank summaries, etc.




[bookmark: _Toc64884797]Task 10 – Manage Outstanding Debts
	[bookmark: _Hlk59388367]While being observed by your assessor, manage two current outstanding client debts following the organisation’s policies and procedures. 
Secure documentation of how you were able to observe the organisation’s policies and procedures relevant to performing this task. 
YOU WILL BE ASSESSED ON YOUR 
[bookmark: _Hlk59388380]Practical knowledge and skills relevant to managing outstanding client debts according to organisational policies and procedures
OBSERVATION FORM
Before starting this task review the Workplace Assessment Task 10 – Observation Form provided along with this workbook. This form lists all the practical skills you need to demonstrate while completing this task. 
YOUR ASSESSOR WILL
· Provide you with a copy of your organisation’s policies and procedures for managing outstanding client debts 
· Organise workplace resources required for you to complete this assessment.
· Discuss with you the practical skills listed in this Observation Form prior to the assessment.
· Address your queries and concerns regarding this task.
EVIDENCE TO BE SUBMITTED
After completing this task, submit the following to your assessor:
· Copies of the policies and procedures you have observed relevant to this task
· Documentation of how you have observed the policies and procedures relevant for this task which may include but is not limited to email correspondence, copies of documents you have reviewed or processed, acknowledgement receipts, etc.





[bookmark: _Toc64884798]Task 11 – Monitor the Financial Health of the Business
	Monitor the financial health of the business in three instances.
STEPS TO TAKE
1. Access and review relevant financial reports.
2. Calculate and analyse different types of financial ratios from the information found in the financial reports. The type of financial ratios that you will have to calculate and analyse will depend on the policies of the organisation.
Record your calculation and analysis using your organisation’s template or you may use the Generic Financial Health Monitoring Report template provided along with this workbook.
YOU WILL BE ASSESSED ON YOUR 
· Practical knowledge of different financial ratios
· Practical skills in monitoring the financial health of the business
· Practical knowledge and skills relevant to monitoring the financial health of the business according to organisational policies and procedures
ASSESSOR’S CHECKLIST
Before starting this task, review the Workplace Assessment Task 11 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your submission must address to complete this task satisfactorily. 
YOUR ASSESSOR WILL
· Provide you with a copy of the policies and procedures on monitoring the financial health of the business
· Organise workplace resources required for you to complete this assessment.

	· Discuss with you the requirements listed in the Assessor’s Checklist prior to the assessment.
· Address your queries and concerns regarding this task.
EVIDENCE TO BE SUBMITTED
After completing this task, submit the following to your assessor:
· Completed Financial Health Monitoring Report to your assessor
· Copies of the financial reports you have reviewed in relation to this task




[bookmark: _Toc64884799]Task 12 – Prepare a Recommendation Report
	Introduce options on how the business can improve its financial position by preparing a recommendation report. 
Use your organisation’s Recommendation Report template, or you may use the Generic Recommendation Report template provided along with this workbook.
YOU WILL BE ASSESSED ON YOUR
· Practical knowledge of different options on how to improve the financial health of the business
· Practical skills in preparing a recommendation report
ASSESSOR’S CHECKLIST
Before starting this task, review the Workplace Assessment Task 12 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your submission must address to complete this task satisfactorily. 
YOUR ASSESSOR WILL
· Provide you with a copy of the policies and procedures relevant to preparing a Recommendation Report
· Organise workplace resources required for you to complete this assessment.
· Discuss with you the requirements listed in the Assessor’s Checklist prior to the assessment.
· Address your queries and concerns regarding this task.
EVIDENCE TO BE SUBMITTED
After completing this task, submit the completed Recommendation Report to your assessor.




[bookmark: _Toc64884800]Task 13 – Maintain Financial Records
	While being observed by your assessor, you must demonstrate how the financial records of your nominated project should be maintained based on the policies and procedures of the organisation.
Financial records may pertain but are not limited to invoices, receipts, disbursement records, and receipt records. 
How you will complete this task will depend on the relevant policies and procedures of your organisation.
YOU WILL BE ASSESSED ON YOUR 
Practical knowledge and skills relevant to maintaining financial records of a project according to organisational policies and procedures
OBSERVATION FORM
Before starting this task review the Workplace Assessment Task 13 – Observation Form provided along with this workbook. This form lists all the practical skills you need to demonstrate while completing this task.
YOUR ASSESSOR WILL
· Provide you with a copy of your organisation’s policies and procedures relevant to maintaining financial records 
· Organise workplace resources required for you to complete this assessment.
· Discuss with you the practical skills listed in this Observation Form prior to the assessment.
· Address your queries and concerns regarding this task.




[bookmark: _Toc64884801]Task 14 – Lodge and Pay Taxes
	While being observed by your assessor, you must lodge and pay taxes for the registered business.
STEPS TO TAKE
1. [bookmark: _Hlk60607368]Lodge and pay the business activity statement for the current period.
2. Lodge the Taxable Payments Annual Report (TPAR).
YOU WILL BE ASSESSED ON YOUR
· [bookmark: _Hlk60607395]Practical knowledge and skills relevant to lodging and paying business activity statement
· [bookmark: _Hlk60607403]Practical knowledge and skills relevant to lodging a Taxable Payments Annual Report (TPAR)
OBSERVATION FORM
Before starting this task review the Workplace Assessment Task 14 – Observation Form provided along with this workbook. This form lists all the practical skills you need to demonstrate while completing this task. 
YOUR ASSESSOR WILL
· Provide you with a copy of your organisation’s policies and procedures relevant to lodging tax returns
· Provide you with a copy of your organisation’s policies and procedures relevant to paying taxes 
· Organise workplace resources required for you to complete this assessment.
· Discuss with you the practical skills listed in this Observation Form prior to the assessment.
· Address your queries and concerns regarding this task.




	EVIDENCE TO BE SUBMITTED
After completing this task, submit the following to your assessor:
· Copy of the business activity statement you have lodged
· Copy of the TPAR that you have lodged
· Copies of declarations secured in relation to the lodgements made
· Documentation of the consultations made with the tax professional (email correspondence, meeting minutes, etc.)
· Documentation that the business activity statement and the TPAR were successfully lodged (e.g. confirmation from ATO)
· Copies of all relevant proofs of payment



[bookmark: _Toc64884802]

Task 15 – Review and Adjust Insurance Covers
	Review and adjust the insurance covers of your organisation. Use the Insurance Update Report template provided along with this workbook when documenting the results of this task. 
YOU WILL BE ASSESSED ON YOUR
· Practical knowledge of the different insurance requirements for businesses engaged in the building and construction business
· Practical skills in adjusting insurance covers
ASSESSOR’S CHECKLIST
Before starting this task, review the Workplace Assessment Task 15 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your submission must address to complete this task satisfactorily. 
YOUR ASSESSOR WILL
· Provide you with a copy of the policies and procedures relevant to adjusting insurance covers
· Organise workplace resources required for you to complete this assessment.
· Discuss with you the requirements listed in the Assessor’s Checklist prior to the assessment.
· Address your queries and concerns regarding this task.
EVIDENCE TO BE SUBMITTED
After completing this task, submit the following to your assessor:
· Completed Insurance Update Report
· Copies of the source documents you have reviewed in order to determine the current operational requirements (e.g. contracts, internal reports, etc.)
· Copies of the insurance policies reviewed in relation to this task
· Copies of the legislation and regulations reviewed in relation to this task
· Documentation of enquiry made with the insurance agent




[bookmark: _Toc64884803]Task 16 – Monitor Loan and Interest Payments
	[bookmark: _Hlk60622230]Monitor the loan and interest payments of the business by preparing a loan amortisation schedule. Use your organisation’s template for loan amortisation schedule or you may use the Generic Loan Amortisation Schedule template provided along with this workbook.
YOU WILL BE ASSESSED ON YOUR
· [bookmark: _Hlk60622244]Practical knowledge of loan agreements and payment terms
· [bookmark: _Hlk60622317]Practical skills in preparing a loan amortisation schedule
ASSESSOR’S CHECKLIST
Before starting this task, review the Workplace Assessment Task 16– Assessor’s Checklist provided along with this workbook. This form lists the criteria your submission must address to complete this task satisfactorily. 
YOUR ASSESSOR WILL
· [bookmark: _Hlk60622345]Provide you with a copy of the policies and procedures relevant to preparing a loan amortisation schedule
· Organise workplace resources required for you to complete this assessment.
· Discuss with you the requirements listed in the Assessor’s Checklist prior to the assessment.
· Address your queries and concerns regarding this task.
EVIDENCE TO BE SUBMITTED
After completing this task, submit the following to your assessor:
· Completed Loan Amortisation Schedule
· Copies of the source documents you have reviewed in relation to this task (loan agreement, bank summaries, schedules, etc.)




[bookmark: _Toc64884804]Task 17 – Review Ongoing Business Finances Against Project Budgets
	Review the actual project costs against the project budget of your nominated project. Document the results of this task using the Generic Variance Analysis Report provided along with this workbook.
YOU WILL BE ASSESSED ON YOUR
Practical knowledge and skills relevant to preparing a variance analysis report
ASSESSOR’S CHECKLIST
Before starting this task, review the Workplace Assessment Task 17 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your submission must address to complete this task satisfactorily. 
YOUR ASSESSOR WILL
· Provide you with a copy of the policies and procedures relevant to preparing Variance Analysis Report
· Organise workplace resources required for you to complete this assessment.
· Discuss with you the requirements listed in the Assessor’s Checklist prior to the assessment.
· Address your queries and concerns regarding this task.
EVIDENCE TO BE SUBMITTED
After completing this task, submit the following to your assessor:
· Completed Variance Analysis Report
· Copy of the project budget of your nominated project
· Copy of the cost report of your nominated project




[bookmark: _Toc61449254][bookmark: _Toc64884805]Assessment Workbook Checklist
	TO THE CANDIDATE
When you have completed this assessment workbook, review your work, and ensure that:
· You have completed all the Knowledge Assessments Questions.
· You have completed the Practical Assessments in this workbook
· Practical Assignment  
· Task 1
· Task 2
· Task 3
· Task 4
· Task 5
· Task 6
· Task 7
· Workplace Assessment
· Task 1.1
· Task 1.2
· Task 1.3
· Task 2.1
· Task 2.2
· Task 2.3
· Task 2.4
· Task 3.1
· Task 3.2
· Task 3.3
· Task 4.1
· Task 4.2
· Task 4.3
· Task 5




	· Task 6
· Task 7
· Task 8
· Task 9
· Task 10
· Task 11
· Task 12
· Task 13
· Task 14
· Task 15
· Task 16
· Task 17
· You have saved and submitted the following evidence:
· This completed workbook
· Assessment Workbook Cover Sheet signed and scanned
· You have saved and submitted the following evidence:
· Workplace Placement Time Log
· Workplace Assessment Task 1.1
· Policies and Procedures for Payroll
· Documentation of the consultation with professionals from other business areas
· Workplace Assessment Task 1.2
· Documentation of the communication of policies and procedures
· Workplace Assessment Task 1.3
· Monitoring Report (Payroll)
· Documentation for the queries conducted in relation to this task
· Workplace Assessment Task 2.1
· Policies and Procedures for Taxation
· Documentation of the consultation with professionals from other business areas




	· Workplace Assessment Task 2.2
· Documentation of the communication of policies and procedures
· Workplace Assessment Task 2.3
· Monitoring Report (Taxation)
· Documentation for the queries conducted in relation to this task
· Workplace Assessment Task 3.1
· Program (Business Changes)
· Workplace Assessment Task 3.2
· Documentation of the communication of the program
· Workplace Assessment Task 3.3
· Monitoring Report (Business Changes)
· Documentation for the queries conducted in relation to this task
· Workplace Assessment Task 4.1
· Workplace Assessment Task 4.2
· Documentation of the communication of the program
· Workplace Assessment Task 4.3
· Monitoring Report (Industry Changes)
· Documentation for the queries conducted in relation to this task
· Workplace Assessment Task 5
· Risk Assessment Report
· Workplace Assessment Task 6
· Construction Schedule
· Third-party Report Form (Construction Schedule)
· Copy of the project budget reviewed
· Copy of the schedule of progress payments reviewed
· Workplace Assessment Task 7
· Cash Flow Status Report
· Third-party Report Form (Cash Flow Status)
· Source documents




	· Workplace Assessment Task 8
· Copies of invoices reviewed
· Copies of payment vouchers/authorisation letters filed
· Copies of receipts secured
· Copies of payroll records
· Copies of proofs of payment
· Workplace Assessment Task 9.1
· Copies of payment claims sent out
· Documentation that the payment claims were sent out
· Workplace Assessment Task 9.2
· Progress Payments Tracker
· Copies of source documents reviewed
· Workplace Assessment Task 10
· Copies of the policies and procedures observed in performing this task
· Documentation on how the candidate managed two client outstanding debts
· Workplace Assessment Task 11
· Financial Health Monitoring Report
· Workplace Assessment Task 12
· Recommendation Report
· Workplace Assessment Task 13
· Construction Schedule
· Third-party Report form
· Copy of the project budget reviewed
· Copy of the schedule of progress payments reviewed




	· Workplace Assessment Task 14
· Copy of the business activity statement lodged
· Copy of TPAR lodged
· Documentation of the consultation with the tax professional
· Documentation that the lodgements were successful
· Copies of all relevant proofs of payment
· Workplace Assessment Task 15
· Insurance Update Report
· Source documents reviewed to determine current operational requirement of the business
· Copy of the insurance policies reviewed
· Copy of the legislation and regulation reviewed in relation to this task
· Workplace Assessment Task 16
· Loan Amortisation Schedule
· Copies of source documents reviewed in relation to this task
· Workplace Assessment Task 17
· Variance Analysis Report
· Copy of the project budget reviewed
· Copy of the cost report reviewed

IMPORTANT:
You must achieve a satisfactory result in ALL assessment tasks to be deemed COMPETENT for the unit/s relevant to this workbook.
· To be deemed competent in the unit/s of competency relevant to this workbook, you must successfully complete all the requirements listed above according to the prescribed benchmarks provided to the assessor.




	TO THE ASSESSOR
When you have completed assessing the assessment workbook, review the candidate’s submission against the checklist below:
· The candidate has completed all the Knowledge Assessments Questions.
· The candidate has completed the Practical Assessments in this workbook
· Practical Assignment  
· Task 1
· Task 2
· Task 3
· Task 4
· Task 5
· Task 6
· Task 7
· Workplace Assessment
· Task 1.1
· Task 1.2
· Task 1.3
· Task 2.1
· Task 2.2
· Task 2.3
· Task 2.4
· Task 3.1
· Task 3.2
· Task 3.3
· Task 4.1
· Task 4.2
· Task 4.3
· Task 5




	· Task 6
· Task 7
· Task 8
· Task 9
· Task 10
· Task 11
· Task 12
· Task 13
· Task 14
· Task 15
· Task 16
· Task 17
· The candidate has saved and submitted the following evidence:
· This completed workbook
· Assessment Workbook Cover Sheet signed and scanned
· The candidate has saved and submitted the following evidence:
· Workplace Placement Time Log
· Workplace Assessment Task 1.1
· Policies and Procedures for Payroll
· Documentation of the consultation with professionals from other business areas
· Workplace Assessment Task 1.2
· Documentation of the communication of policies and procedures
· Workplace Assessment Task 1.3
· Monitoring Report (Payroll)
· Documentation for the queries conducted in relation to this task
· Workplace Assessment Task 2.1
· Policies and Procedures for Taxation
Documentation of the consultation with professionals from other business areas




	· Workplace Assessment Task 2.2
· Documentation of the communication of policies and procedures
· Workplace Assessment Task 2.3
· Monitoring Report (Taxation)
· Documentation for the queries conducted in relation to this task
· Workplace Assessment Task 3.1
· Program (Business Changes)
· Workplace Assessment Task 3.2
· Documentation of the communication of the program
· Workplace Assessment Task 3.3
· Monitoring Report (Business Changes)
· Documentation for the queries conducted in relation to this task
· Workplace Assessment Task 4.1
· Workplace Assessment Task 4.2
· Documentation of the communication of the program
· Workplace Assessment Task 4.3
· Monitoring Report (Industry Changes)
· Documentation for the queries conducted in relation to this task
· Workplace Assessment Task 5
· Risk Assessment Report
· Workplace Assessment Task 6
· Construction Schedule
· Third-party Report form
· Copy of the project budget reviewed
· Copy of the schedule of progress payments reviewed
· Workplace Assessment Task 7
· Cash Flow Status Report
· Third-party Report form
· Source documents




	· Workplace Assessment Task 8
· Copies of invoices reviewed
· Copies of payment vouchers/authorisation letters filed
· Copies of receipts secured
· Copies of payroll records
· Copies of proofs of payment
· Workplace Assessment Task 9.1
· Copies of payment claims sent out
· Documentation that the payment claims were sent out
· Workplace Assessment Task 9.2
· Progress Payments Tracker
· Copies of source documents reviewed
· Workplace Assessment Task 10
· Copies of the policies and procedures observed in performing this task
· Documentation on how the candidate managed two client outstanding debts
· Workplace Assessment Task 11
· Financial Health Monitoring Report
· Workplace Assessment Task 12
· Recommendation Report
· Workplace Assessment Task 13
· Construction Schedule
· Third-party Report form
· Copy of the project budget reviewed
· Copy of the schedule of progress payments reviewed




	· Workplace Assessment Task 14
· Copy of the business activity statement lodged
· Copy of TPAR lodged
· Documentation of the consultation with the tax professional
· Documentation that the lodgements were successful
· Copies of all relevant proofs of payment
· Workplace Assessment Task 15
· Insurance Update Report
· Source documents reviewed to determine current operational requirement of the business
· Copy of the insurance policies reviewed
· Copy of the legislation and regulation reviewed in relation to this task
· Workplace Assessment Task 16
· Loan Amortisation Schedule
· Copies of source documents reviewed in relation to this task
· Workplace Assessment Task 17
· Variance Analysis Report
· Copy of the project budget reviewed
· Copy of the cost report reviewed

IMPORTANT:
The candidate must achieve a satisfactory result in ALL assessment tasks to be deemed COMPETENT for the unit/s relevant to this workbook.
· To be deemed competent in the unit/s of competency relevant to this workbook, the candidate must successfully complete all the requirements listed above according to the prescribed benchmarks.
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	Rules of Evidence
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	All knowledge and skills evidence submissions are valid
	
	

	All knowledge and skills evidence submissions are authentic
	
	

	All knowledge and skills evidence submissions are sufficient
	
	

	All knowledge and skills evidence submissions are current
	
	





	Signature Authentication Checklist
This checklist will guide you in authenticating the signatures provided by the candidate in their assessment workbook and evidence submissions.
Read each checklist item and tick the box only if you confirm that the item is a true and accurate reflection of the signature authentication you have conducted.

	Checklist
	Completed

	I have checked the signature provided by the candidate in the Assessment Workbook Cover Sheet against the signature they provided to the Training Provider.
	

	I confirm the signature provided by the candidate in the Assessment Workbook Cover Sheet matches the signature they provided to the Training Provider.
	

	I confirm ALL signatures provided by the candidate in their evidence submissions match with the signature they provided to the Training Provider.
	



	Third-Party Verification Log
Instructions for the Assessor:
You are required to contact all third-party personnel involved in the candidate’s assessment to verify the candidate’s performance and evidence submissions and to confirm with them whether the candidate’s evidence submissions are true and accurate.
Complete this Third-Party Verification Log to document your completion of this process. When completing this log, provide all of the following required information for each third-party personnel:
· Name of third-party personnel contacted
· Role in the candidate’s assessment (e.g. workplace supervisor, observer, or candidate)
· Contact details (phone number or email address)
· Date contacted
You must also confirm that third-party personnel have verified the candidate’s evidence submissions are true and accurate.





	Name of Third-party Contacted
	Role in the Candidate’s Assessment
	Contact Details (Phone number or email address)
	Date contacted
	Third-Party verifies evidence submissions of the candidate are true and accurate?

	     
	     
	     
	     
	Yes      No 
Assessor’s Notes
     

	     
	     
	     
	     
	Yes      No 
Assessor’s Notes
     

	     
	     
	     
	     
	Yes      No 
Assessor’s Notes
     

	     
	     
	     
	     
	Yes      No 
Assessor’s Notes
     




	Overall Result for this Workbook
	S
	NYS

	Overall Result
	
	



	Assessor’s comments/feedback

	     



	

Assessor Declaration
I declare that the results recorded in this Record of Assessment are true and accurate.

	Assessor’s name      
	Assessor’s signature
     

	Date signed      
	


End of Record of Assessment (For the Assessor’s Use Only)
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