Rani Doyle 		BSBWRT301 Write Simple Documents
Skills & Knowledge 

1. For your organisation, plan, draft and finalise three different simple documents that are used commonly in your organisation for internal use. Ensure you accurately convey the required basic information in a format suitable for use. Take into account your organisational policies and procedures for document production.

Document 1: Credit Card Policy 
Purpose: To inform staff of the company policies when in possession of a company credit card.
Format: Microsoft Word 
Communication means: Formal, Written 
Target Audience: All Staff with possession of company credit card 
Inclusions: Dot points, Use of Bolds. 
Organisational requirements: 
· Approval from appropriate personnel 
· Document access for relevant recipients 
· Appropriate use of company name, logo and inclusions
· Suitable methods of filing and saving business document  
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Document 2: Office Procedures 
Purpose: To inform staff of the company policies when working in the office. 
Format: Microsoft word 
Communication means: Formal, Written 
Target Audience: Admin Staff / Staff working in the office. 
Inclusions: Numbered points. 
Organisational requirements: 
· Approval from appropriate personnel 
· Document access for relevant recipients 
· Appropriate use of company name, logo and inclusions
· Suitable methods of filing and saving business document  
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Document 3: Email
Purpose: Inform admin staff of upcoming team meeting. 
Format: Email – outlook  
Communication means: Formal, Written 
Target Audience: Admin Staff
Inclusions: attachments 
Organisational requirements: 
· Approval from appropriate personnel 
· Document access for relevant recipients 
· Appropriate use of company name, logo and inclusions
· [image: ]Suitable methods of filing and saving business document  






Major Activity 

Using the document that you have developed for Assessment Activities, write a report to your supervisor about the information that you have found. Use at least two different software programs to communicate a meeting so that you can present your findings.

Software 1: Email 
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Software 2: Calendar Event 
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Your intended recipients are your class or work group. You must ask another member of your team to proof read the document before you complete the final draft. Once the final draft is prepared your trainer, team leader or supervisor should sign off on the document.

You should negotiate a time, date and intended venue with your trainer to use for the intended meeting with you workgroup or class with your trainer/team leader/manager.

1. Who is the audience? (Remember when you choose the audience; the rest of these answers must target the audience to ensure that the audience receives the message in a format that you can understand.
The target audience is the Admin team and admin supervisor. 

· What is the purpose of the document?
Topic will be Changes made WHS within the workplace in relation to the chairs being left in walk way.

· How will you format the document?
Microsoft Word
· How will the document be structured?
The document will be structured with Headings, sub headings and dot points to make the readability of document easier and not overwhelming with a lot of text.

· What inclusions will you use to communicate the purpose of the communication?
I will include illustrations and various shapes as inclusions in this document. 

· What organisational requirements will you need to use?
Organisation requirements that will need to be included when creating this document will include:
· Approval from appropriate personnel 
· Document access for relevant recipients 
· Appropriate use of company name, logo and inclusions
· Suitable methods of filing and saving business document  

· What is the appropriate method of communication?
Written method of communication is most appropriate. 
· What is the means of communication?
Formal Communication will be used











2. Write a draft of the document using the skills you have learnt. The letter should be no more than one page long and must reflect the answers from question 1. 
Dear All
This letter is to advise that we are conducting a meeting to discuss additional Policies and procedures put in place regarding workplace health and safety.
This meeting will be conducted on the 5th of January 2018 at 10:00am. The meeting will take place in the board room. All participants are required to bring a notepad and pen for recording purposes.  DRAFT

If you have any concerns, please do not hesitate to contact myself.
Yours Sincerely, 
Rani. 

Email: rani.d@hotmail.com 
Phone: 3248 5599



3. While you were writing the letter, you identified that you required two additional pieces of information. How did you source this information and why did you need it? Add this information to the draft of the letter.
When proofreading my draft of the letter, I realised that I had left out two key points that needed to be added in the letter. I sourced this information from when I had gathered information when creating a plan to write this letter. 

Updated Draft: 

Dear All
This letter is to advise that we are conducting a meeting to discuss additional Policies and procedures put in place regarding workplace health and safety. This will be a formal, interactive meeting and you are all required to attend and contributions during the meeting is encouraged. 
This meeting will be conducted on the 5th of January 2018 at 10:00am and will conclude at 11:00am. The meeting will take place in the board room. All participants are required to bring a notepad and pen for recording purposes.  
If you have any concerns, please do not hesitate to contact myself.
Yours Sincerely, 
Rani. 

Email: rani.d@hotmail.com 
Phone: 3248 5599


 
[bookmark: _GoBack]
4. Proof read document and review for suitability, readability, structure and sequencing, and whether it would meet the organisation’s needs. What resources did you use to assist you with spelling? Who is the intended recipient? 

Suitability: This document’s suitability is suitable as it addresses the topic formally and follows the criteria of questions answered in the planning process. 
 
Readability: This letter is worded we making the readability of the document easy for the reader. 

Structure and Sequencing:  Sequencing and structure was efficient making the body of the letter flow with no awkward placing of random information here and there. 

Meets organisation needs? This document meets the organisational needs as they have been adhered to in the process of creating this document.

Resources used to assist with spelling: Resources that were used to assist with spelling included the dictionary. 

Intended recipient: The intended recipient is all admin staff and admin supervisor. 

5. How is information stored and secured in your workplace?

This information is stored and secured on the workplace common drive with accordance to the storage and filing company policies. 
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Hiall,

This email is to advise that we will be conducting an Admin team meeting on the 5/01/2018 at 10:00am in
the Boardroom. It is mandatory that all staff attend this meeting.

Please see the agenda attached for more information.

1 will be sending a calendar event to which you must respond by Close of Business Wednesday 3/01/2018.

If you have any questions or queries, please do not hesitate to contact myself.

Kind Regards,
Rani
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Credit Card Policy
‘The Company Credit Card is to be used by cardholders for the payment of work related expenses ONLY.
Purchasing with a Company credit card of goods and services associated with official Company business

activities.

Cardholders must NOT use their Company credit cards fo

- personal expenditure
- contractor payments

« repetitive purchases (same suppliers) which could be set up as a purchase order
« the payment of fines

« cash advances, over-the-counter cash withdrawals or ATM transactions

« The user must not exceed the monthly credit imit

On purchase of the goods or services the user MUST obtain a Tax invoice and receipt. All documents must
be provided to Administration manager for reconciling by month end, by completing the credit card
template. Invoice, receipt and job number must all be accounted for and lack/proof of documents could
make the employee accountable for that expenditure.

(As a safeguard take a photo in case of loss of documents).

Cardholders must ensure that their Company credit card is maintained in a secure manner to prevent loss,
theft or misuse and that they do ot store their full credit card number and expiry date anywhere.

(Misuse of the Company credit card will ensure the removal of the card from the employee) |




image2.png
Office Procedures

10,

1.

Ensure th office looks ey st i times.
Kitchenere is t be kept iy ncludesdishesto be washed, rubbih to be taken out when
necessary and general mess such 3 spilsges are o be cleaned up TSI .

Wnen we have a visitor come in, please make them aware that hey need 10 ign into the
isitor’s book on the counter.

When answering telepnones ahusys be poite and greet t cient b saying *Securcom good
morming/afternoon hisis____* fthe erson they are caling for i nat nthe ofce, give
hecient the option o leave & message or phoring an the mable (00 not give ot director's
number, gimin saff number, o technicians number)

I clents eave 3 phone messge,an emailis o be sent o the person they were caling for.
The emil mustfollow the cempiate btov:

Sublectne: Phone message

Name: Gl name)

Company: (where they ar calling from)

RE: (uhat th cal s nrtaton to)

Contact:(phone number of cient)

Clens caling through sevice o are require o send an email request. s our policy that
e mustreceive arequest n writing before & techrician can ttend it il requests
must besent 0 reception@securcom com au including the isues that are occurring,th ste
adress and the best ste contact fo th technican

When couriers arop offtems hey must be putinthe wiarehouse on the trole.

Before signing for goods, ensure tht the box s in good condition and the corect amount of
goods are being sgned for.

Lorge go0ds tht arriveinpalet are o be andled by person in the company with s valid
orkIf lcence. Heavy tems are o b ftd i sccorcance with the WHS safe ifing methods.
Before eaving theoffceat the en of the day, ensure hat the reception shane diverts to
‘night call. To identify night call, the DND/CN light will flicker red at 5:01pm.

Ensure st e end of the day thatlockon the main reception door suitches to auto-lock. it
oes not swich o auta-ock, noiy T department immediately|




image3.png
(32 Admin Team meeting 12/01/2018 - Google Chrome. - o

@ Secure | https://outlook.live.com/owa/projection.aspx

“FSend 0 Attach Discard

T @Admmscaff x °Supervisor x

‘Admin Team meting 12/01/2018

mj @ Agenda for AdminTe.. X
K8 v

Hiall,

This email is to advise that we are conducting an admin team meeting on Friday the 12th
January at 10:00am.

The meeting will be held in the boardroom and will conclude at 11:00am. It is mandatory that all
‘admin staff attend this meeting. All participants are required to bring a notepad and pen for
recording purposes.

Please see meeting agenda attached for further information.

If you have any concerns, please do not hesitate to contact myself.

Kind Regards,|
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