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[bookmark: _Toc61449199]Introduction
Assessment is a difficult process. We understand this and have developed a range of assessment kits, such as this, to facilitate a seamless process for both the assessor and the candidate being assessed.
There are a number of characteristics of assessment, ranging from subjective assessment (which is based on opinions and feelings) to objective assessment (which is based clearly on defined processes and specific standards). Nearly all assessments involve a mixture of both types of assessment because it is almost impossible to eliminate the subjectivity people may carry into the process of assessing. The goal in developing and implementing these assessment kits is to work towards the objective end as far as possible and to reduce the degree of opinions and feelings present.


[bookmark: _Toc61449200]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: _Toc61449201][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: _Toc61449202]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


[bookmark: _Toc61449203][bookmark: _Hlk38023995]Reasonable Adjustment
‘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: _Toc61449204]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: _Toc61449205]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.


[bookmark: _Toc61449206]Contextualising the Assessment Tools
Contextualisation is the process of modifying assessment tools to make learning more meaningful for your students and their employers. 
TotalVET Training Resources highly recommends that your RTO contextualise the assessment tools before using them. 
You must contextualise the assessment tools to suit:
· Your student’s needs
· Your RTO’s training and assessment processes
· The work and industry context in which you operate.

Contextualising for your state/territory
The contents of this assessment tool are not written for a specific state/territory unless stated otherwise. Where the assessment tool refers to legislation and other industry requirements which may vary across states/territories, model answers are based on one state/territory.
Should your RTO intend to use this assessment tool for learners from your state/territory, TotalVET Training Resources recommends you to:
· Access and review the legislation and industry requirements applicable in your state/territory.
· Update assessments and benchmark answers to reflect the legislation and industry requirements applicable in your state/territory.
When you are contextualising assessment tools, you must ensure that you retain the integrity of the assessment and the outcomes of the unit of competency.

Contextualising the generic workplace assessment
The workplace assessment included in this workbook was designed to be administered in a real workplace. Should your RTO wish to administer the assessment in a simulated environment, the RTO will need to redevelop the existing workplace assessment in this workbook so the candidate can complete it in the simulated environment. 


Below are some examples of how the RTO may simulate the workplace assessment:
· Develop role play activities with clear instructions and guidelines to replace existing tasks involving consultation, meetings, discussions, and oral communication.
· Provide the candidate with access to work personnel who will participate in assessment activities, e.g. project stakeholders, clients/customers, or team members.
· Provide the candidate with access to simulated workplace documents and information, such as but not limited to policies and procedures, organisational vision and mission statements, business plans, operational plans, etc.

A comprehensive guide in contextualising your assessment tools for your RTO can be accessed through this link:
https://totalvettrainingresources.com.au/blog/simple-guide-to-contextualising-rto-training-resources-and-assessment-tools/


[bookmark: _Toc61449207]Assessment Methods
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.


[bookmark: _Toc61449208]Resources Required for Assessment
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: _Toc61449209]Assessor Instructions
This is a compulsory assessment to be completed by all candidates. This assessment tests the candidate’s knowledge and understanding of general theory and concepts underpinning the unit of competency, as well as their practical skills in relation to the unit and assessment requirements.
Reasonable adjustment applies here, and while the majority of candidates will complete this assessment as a written assessment, verbal assessment may be an option for those who need it. The assessor must use the response guide as the principal marking tool unless a reasonable adjustment is demonstrated.
The Assessor Guide provides instructions to the assessor on how to assess the candidate’s responses and performance, and criteria for assessing the candidate’s responses and performance. Benchmark answers and benchmark performance are also detailed for each assessment task, setting out which key responses and skills must be included and performed, as well as indicating where flexibility is acceptable. 
The number of responses required is specified in each assessment task to avoid ambiguity. In these cases, the model answer will provide a list of possible answers. For instance, if a question requires the candidate to list three examples, then their response must include three of the items listed in the model answer.
IMPORTANT:
Candidates must achieve a satisfactory result in ALL assessment tasks to be deemed COMPETENT for the unit/s relevant to this workbook.


[bookmark: _Toc61449210]Candidate Instructions
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: _Toc61449211]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
Marking guide for the assessor: The candidate must fill in all the required details of this cover sheet. The completed cover sheet must be printed, completed, handwritten, and scanned.
	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: _Toc61449212]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.

	

	This task has no mapping. This is a preliminary step for the candidate to complete in connection to Knowledge Assessment Questions 14.
Marking guide 
The candidate must indicate below the state/territory they are currently based in by ticking the box (þ) that corresponds to their response (as shown below).
Knowledge Assessment Question 14 requires the candidate to refer to the payroll tax law of the state/territory they ticked below.
When assessing the candidate’s responses in Questions 14, the assessor must review the candidate’s responses against the payroll tax law of the state/territory they ticked below.
For a satisfactory performance in these questions, the candidate’s responses must match the provisions of the payroll tax law of the state/territory they ticked below.
Specific marking guide and benchmark and model answers to Knowledge Assessment Questions 14 are provided in each question.

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

	o
	Australian Capital Territory
	þ
	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.
[bookmark: _Hlk62105701]Economic trend indicates the current direction by which indicators of the economy generally tend to incline.

	

	[bookmark: _Hlk44481320]Mapping: CPCCBC5019 KE1.0 (p) 
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 1, Section 1.1
Marking guide 
The candidate must give two economic trends currently released by the Australian Bureau of Statistics that relates to the construction industry.
For a satisfactory performance, although the candidate’s response may vary, the candidate’s response may vary, it may include the following:
· Information on the current production of construction services
· Current wage growth in the building and construction industry
Other responses are acceptable provided that they are economic trends released by the Australian Bureau of Statistics and that they relate to the construction industry.
Economic trend indicates the current direction by which indicators of the economy generally tend to incline. 
Model answers are provided below for the assessor’s reference.  

	i.      
There has been a 0.9% annual wage growth in the construction industry as of September 2020. 

	ii.      
There has been a 2.2% increase in the production of construction services from June 2020 to September 2020. 




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

	

	Mapping: CPCCBC5019 KE1.0 (p) 
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 1, Section 1.1
Marking guide 
The candidate must provide two building and construction industry trends.
For a satisfactory performance, although the candidate’s response may vary, it may include:
· Current trend on technology in the building and construction industry
· Current trend on customer services in the building and construction industry
· Current market size of the building and construction industry
· Current trend on managing the finances of businesses engaged in the building and construction industry
Other responses are acceptable provided they are industry trends relevant to the building and construction industry. 
Industry trend pertains to the current business patterns that occur in a specific industry. 
Model answers are provided below for the assessor’s reference.

	i.      
Smart and green construction industry is growing worldwide as awareness on climate change, sustainability, and energy consumption continue to increase. 

	ii.      
The market size of the construction industry is expected to decline by 5.8% in 2020




	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.

	

	Mapping: CPCCBC5019 KE2.1 
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 1, Section 1.1
Marking guide 
The candidate must for each revenue stream listed below:
i. Provide a brief description. and
ii. Give one example
Additional marking guide and benchmark answers are provided below to guide the assessor in assessing the candidate’s responses. 

	Revenue Stream
	Description
	Example

	Contract and Bids / Project Revenue
	     
The candidate must briefly describe what contract and bids/project revenue is. 
A model answer is provided below to give the assessor a general idea of the required breadth and depth for a satisfactory response:  
The main source of revenue of a building and construction business comes from contracts and bids. Under this revenue stream, the revenue is earned in a one-time project basis.
	     
The candidate must give one example of how construction businesses earn contract and bids/project revenue.
For a satisfactory performance, although the wording may slightly vary, the candidate’s response must include one of the following:
· Construction of commercial buildings
· Construction of public buildings
· Construction of domestic buildings
· Construction of other infrastructures
Other responses are acceptable provided that they are typically classified as project-based contracts.




	Service Revenue
	     
The candidate must briefly describe what service revenue is.
A model answer is provided below to give the assessor a general idea of the required breadth and depth for a satisfactory response:  
Under this revenue stream, revenue is earned from services rendered to clients on a per hour basis.
	     
The candidate must give one example of how construction businesses earn service revenue.
For a satisfactory performance, although the wording may slightly vary, the candidate’s response must include one of the following:
· Through rendering plumbing services
· Through rendering landscaping services
· Through rendering roofing services
· Through rendering painting services
Other responses are acceptable provided that they are services typically rendered on a per hour basis. 

	Passive Income
	     
The candidate must briefly describe what passive income is.
A model answer is provided below to give the assessor a general idea of the required breadth and depth for a satisfactory response:  
Under this revenue stream, the flow of revenue would be ongoing. As compared to other revenue streams, earning passive income would require less effort from the business.
	     
The candidate must give one example of how construction businesses earn passive income.
For a satisfactory performance, although the wording may slightly vary, the candidate’s response must include one of the following:
· Renting out equipment
· Rent out investment properties
· Interest income from receivables
· Dividend income
Other responses are acceptable provided that they are considered as ways on how building and construction services earn 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.

	

	Mapping: CPCCBC5019 KE2.2 
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.1
Marking guide 
For each type of expense listed below, the candidate must:
i. Provide a brief description
ii. Give one example.
Additional marking guide and benchmark answers are provided below to guide the assessor in assessing the candidate’s responses.

	Expense
	Description
	Examples

	Direct Materials
	     
The candidate must briefly describe the cost of direct materials incurred in a building and construction business. 
A model answer is provided below to give the assessor a general idea of the required breadth and depth for a satisfactory response:  
The total amount of cost incurred for direct materials would include the purchase price less discounts, cartage costs, costs for unloading and storing, allowances (e.g. for wastages) and all other costs associated with making the materials ready for use.
	     
The candidate must give one example of direct materials used in providing building and construction services.
For a satisfactory performance, although the wording may slightly vary, the candidate’s response must include one of the following:
· Concrete
· Fibre cement sheeting
· Plasterboard
· Water pipes
Other responses are acceptable provided that they are examples of direct materials used in providing building and construction services. 




	Expense
	Description
	Examples

	Direct Labour
	     
The candidate must briefly describe what direct labour expense is. 
A model answer is provided below to give the assessor a general idea of the required breadth and depth for a satisfactory response:  
Direct labour costs incurred in providing construction services include wages paid to workers performing on-site functions.  
	     
The candidate must give one example of direct labour expense incurred in providing building and construction services.
For a satisfactory performance, although the wording may slightly vary, the candidate’s response must include one of the following:
· Wages of foremen
· Subcontractor costs
Other responses are acceptable provided that they are expenses that pertain to direct labour.

	Construction Overhead
	     
The candidate must briefly describe what construction overhead is. 
A model answer is provided below to give the assessor a general idea of the required breadth and depth for a satisfactory response:
Construction overhead includes all indirect costs incurred for the construction.
	     
The candidate must give one example of construction overhead.
For a satisfactory performance, although the wording may slightly vary, the candidate’s response must include one of the following:
· Depreciation of equipment used in construction project
· Salaries of project manager
· Salaries of superintendent
· Cost incurred for the drinking water provided on-site
Other responses are acceptable provided they pertain to 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 

	

	Mapping: CPCCBC5019 KE2.3  
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.1
Marking guide 
For each type of project costing listed below, the candidate must:
i. Identify its purpose
ii. Determine the stage at which each project costing occurs in the lifecycle of a construction project
Additional marking guide and benchmark answers are provided below to guide the assessor in assessing the candidate’s responses.

	Project Costing
	Purpose
	Stage in Lifecycle of the Project 

	Feasibility
	[bookmark: Text2]     
For a satisfactory performance, although the wording may slightly vary, the candidate’s response must be consistent with the benchmark answer below.
Used in assessing the financial feasibility of the project
	[bookmark: Text3]     
For a satisfactory performance, although the wording may slightly vary, the candidate’s response must include one of the following
· Planning stage 
· Conceptual design stage

	Appropriation
	[bookmark: Text4]     
For a satisfactory performance, although the wording may slightly vary, the candidate’s response must be consistent with the benchmark answer below.
Used for obtaining project funding
	[bookmark: Text5]     
For a satisfactory performance, although the wording may slightly vary, the candidate’s response must include one of the following
· Conceptual design stage
· Detailed engineering stage




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

	

	Mapping: CPCCBC5019 KE2.4  
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 1, Section 1.5
Marking guide 
The candidate must define contingency planning in the context of building and construction finances.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below. 

	[bookmark: Text32]     
Contingency planning is planning the amount to be included in the tender sum to cover any expenses which was not foreseen but which is necessary to incur for the proper completion of the project.




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

	

	Mapping: CPCCBC5019 KE2.5  
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.1
Marking guide 
The candidate must provide two examples of business overhead in the context of building and construction.
For a satisfactory performance, although the wording may slightly vary, their response must include any two of the following:
· Office expenses (rent, equipment, furnishing, rates, electricity, telephone, cleaning, stationery, postage, interest on borrowings etc.)
· Office staff salaries
· Bank charges
· Interest expense
· Accounting fees
· Plant maintenance and depreciation of office equipment
· Business’s license and registration fees
· Insurances on offices, yards, workshops, vehicles, plant, staff.
Other responses are valid provided they are expenses classified as an overhead in a building and construction business. 

	i. [bookmark: Text33]     

	ii. [bookmark: Text34]     




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

	

	Mapping: CPCCBC5019 KE2.6  
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.1
Marking guide 
The candidate must define profit in the context of a building and construction project.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below. 

	[bookmark: Text35]     
The profit in the building and construction project refers to the difference between the revenue earned from the project and the costs incurred for the project.



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

	

	Mapping: CPCCBC5019 KE3.0  
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 1, Section 1.1
Marking guide 
The candidate must list the three key government bodies that provide sources of information relevant to the building and construction industry.
For a satisfactory performance, their response must be the following:
· Australian Building and Construction Commission
· Department of Industry, Science, Energy, and Resources
· Australian Bureau of Statistics

	i. [bookmark: Text36]     

	ii. [bookmark: Text37]     

	iii.      




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

	

	Mapping: CPCCBC5019 KE4.0
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 1, Section 1.1
Marking guide 
The candidate must access and review Australian Consumer Law and answer the following questions.
Additional marking guide and benchmark answers are provided below to guide the assessor in evaluating the candidate’s responses.

	i. Under the ACL, what classification do builders fall under?
     
The candidate must identify under what classification builders fall under the ACL. 
For a satisfactory performance, although the wording may slightly vary, their response must include the benchmark answer below.
Supplier

	ii. Give three guarantees relevant to builders in relation to the supply of services they provide to consumers.
     
The candidate must give three guarantees relevant to builders in relation to the supply of services they provide to consumers.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answers below.
· Services must be provided with due care and skill
· Services provided must be fit for any specified purpose
· Where a contract does not specify a timeframe for the services, must be carried out within a ‘reasonable time’




	iii. Give three guarantees that builders under the ACL must provide in relation to goods they provide to consumers.
     
The candidate must giver three guarantees that builders under the ACL must provide in relation to goods they provide to consumers.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with any three of the benchmark answers below.
· Goods are of acceptable quality
· Goods are fit for any purpose that the consumer made known to the business before buying
· Goods matched any sample or demonstration model
· Goods satisfy any express warranties
· Goods have clear title, unless the consumer was initially informed otherwise
· Goods come with undisturbed possession
· Goods are free from any hidden securities or changes
· Goods have spare parts and facilities, unless the consumer was initially informed otherwise




	iv. Identify one example of unfair contract terms found in Part 2-3 of the Australian Consumer Law.
[bookmark: Text8]     
The candidate must identify one example of unfair contract terms found in Part 2-3 of the Australian Consumer Law.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with any of the following benchmark answers below:
· A term that permits, or has the effect of permitting, one party (but not another party) to avoid or limit performance of the contract
· A term that permits, or has the effect of permitting, one party (but not another party) to terminate the contract
· A term that penalises, or has the effect of penalising, one party (but not another party) for a breach or termination of the contract
· A term that permits, or has the effect of permitting, one party (but not another party) to vary the terms of the contract
· A term that permits, or has the effect of permitting, one party (but not another party) to renew or not renew the contract
· A term that permits, or has the effect of permitting, one party to vary the upfront price payable under the contract without the right of another party to terminate the contract
· A term that permits, or has the effect of permitting, one party unilaterally to vary the characteristics of the goods or services to be supplied, or the interest in land to be sold or granted, under the contract
· A term that permits, or has the effect of permitting, one party unilaterally to determine whether the contract has been breached or to interpret its meaning
· A term that limits, or has the effect of limiting, one party’s vicarious liability for its agents
· A term that permits, or has the effect of permitting, one party to assign the contract to the detriment of another party without that other party’s consent
· A term that limits, or has the effect of limiting, one party’s right to sue another party
· A term that limits, or has the effect of limiting, the evidence one party can adduce in proceedings relating to the contract
· A term that imposes, or has the effect of imposing, the evidential burden on one party in proceedings relating to the contract
· A term of a kind, or a term that has an effect of a kind, prescribed by the regulations.




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

	

	Mapping: CPCCBC5019 KE5.0
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 1, Section 1.1
Marking guide 
The candidate must access and review Competition and Consumer Act 2010 and answer the following questions.
Additional marking guide and benchmark answers are provided below to guide the assessor in evaluating the candidate’s responses.

	i. Identify the object of the Competition and Consumer Act 2010.
[bookmark: Text9]     
The candidate must identify the object of the Competition and Consumer Act 2010. 
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below.
The object of this Act is to enhance the welfare of Australians through the promotion of competition and fair trading, and provision for consumer protection.

	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.
     
The candidate must identify one example of a cartel provision as provided in Section 45AA of the Competition and Consumer Act 2010.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with one of the following benchmark answers:
· Provision for price‑fixing
· Provision for restricting outputs in the production and supply chain
· Provision for allocating customers, suppliers, or territories 
· Provision for bid‑rigging




	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)?
     
The candidate must identify what could be the initial consequence of an alleged contravention of a civil penalty provision of industry codes (e.g. National Construction Code) based on the provisions of the Competition and Consumer Act 2010.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below (the underlined must appear in the response)
An infringement notice shall be issued to persons who have allegedly contravened a civil penalty provision of the industry code relevant to their businesses.




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

	

	Mapping: CPCCBC5019 KE6.1  
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 3, Section 3.1
Marking guide 
The candidate must answer the following questions relating to the income tax obligations of a building and construction business to Australian Taxation Office (ATO).
Additional marking guide and benchmark answers are provided below to guide the assessor in evaluating the candidate’s responses.

	i. Define income tax.
     
The candidate must define income tax. 
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below:
Income tax is the tax imposed on the income generated by businesses and individuals.

	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.
     
The candidate must define Personal Services Income.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below:
Personal services income (PSI) is the income produced mainly from one’s personal skills or efforts as an individual.




	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?
     
The candidate must identify the name of the tax report required to be lodged with the Australian Taxation Office (ATO) specifically by businesses who employ building and construction services of a contractor.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below:
Taxable Payments Annual Report (TPAR)

	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. 
     
The candidate must identify one of the conditions to be considered as a business primarily operating in the building and construction industry as set out in Sub regulation 64(5) of Taxation Administration Amendment Regulation 2012 (No.1).
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with one of the benchmark answers below:
· In the current financial year, 50% or more of the purchaser's business activity relates to building and construction services
· In the current financial year, 50% or more of the purchaser's business income is derived from providing building and construction services
· In the financial year immediately preceding the current financial year, 50% or more of the purchaser's business income was derived from providing building and construction services




	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. 
     
The candidate must identify one activity that shall be considered for tax purposes as an activity relating to construction services when performed on or in relation   to any part of a building, structure, works, surface or sub-surface.
For a satisfactory performance, although the wording may slightly vary, their response must be one of the benchmark answers below:
· Alteration
· Assembly
· Construction
· Demolition
· Design
· Destruction
· Dismantling
· Erection
· Excavation
· Finishing
· Improvement
· Installation
· Maintenance
· Management of building and construction services
· Modification
· Organisation of building and construction services
· Removal
· Repair
· Site preparation




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

	

	Mapping: CPCCBC5019 KE6.2
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 3, Section 3.1
Marking guide 
The candidate must answer the following questions about the capital gains tax obligations of a building and construction business to Australian Taxation Office (ATO).  
Additional marking guide and benchmark answers are provided below to guide the assessor in evaluating the candidate’s responses.

	i. Define Capital Gains Tax (CGT).
[bookmark: Text10]     
The candidate must define Capital Gains Tax (CGT). 
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below.
Capital gains tax is the tax imposed on profits made from sale of assets.

	ii. Give one example of an asset that is generally not considered as a CGT asset.
[bookmark: Text11]     
The candidate must give one example of an asset that is generally not considered as a CGT asset.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with one of the benchmark answers below.
· Main residence
· Car, motorcycle, or similar vehicle
Note: Car is defined for tax purposes as a motor vehicle designed to carry a load of less than one tonne and fewer than nine passengers.
· Depreciating assets used solely for taxable purposes
· Pre-CGT assets (assets acquired before 20 September 1985)




	iii. What is a CGT event?
     
The candidate must identify what a CGT event is.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below:
A CGT event refers to any events that may trigger the imposition of CGT.

	iv. Give one type of CGT event classified under Category C.
     
The candidate must give one type of CGT event that is classified under Category C.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with one of the benchmark answers below:
· Loss or destruction of a CGT asset
· Cancellation, surrender and similar endings
· End of an option to acquire shares etc

	v. Identify what legislation contains the provisions on Capital Gains Tax.
     
The candidate must the name of the legislation that contains the provisions on Capital Gains Tax. 
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below:
Income Tax Assessment Act 1997




	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.

	

	Mapping: CPCCBC5019 KE6.3
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 3, Section 3.1
Marking guide 
The candidate must answer the following questions about the payroll tax obligations of a building and construction business based on their own state/territory’s payroll tax laws.
Additional marking guide and benchmarks are provided below to guide the assessor in assessing the candidate’s responses.

	i. Define payroll tax.
     
The candidate must define payroll tax. 
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below:
Payroll tax is a state tax that is imposed on the wages paid or payable by employers.

	ii. Where can you find the contractor provisions in the payroll tax law relevant in your state or territory?
     
The candidate must cite where in their state/territory’s payroll tax law can they find the contractor provisions.
When assessing the candidate’s response, the assessor must check the payroll tax laws from the candidate’s state/territory (specified in the Preliminary Task of this Knowledge Assessment). Their response will vary depending on the state/territory they selected. E.g., if the candidate ticked VIC as their state/territory in the Preliminary Task, their responses here must be based on the payroll tax laws of Victoria.
Model answer below is based on the payroll tax law of Victoria. 
The contractor provisions in the Payroll Tax Act 2007 of Victoria are contained in Division 7, Part 3 of Act.




	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?
     
The candidate must identify the threshold that must be exceeded to be required to register for payroll tax as determined in their state/territory’s payroll tax law.
When assessing the candidate’s response, the assessor must check the payroll tax laws from the candidate’s state/territory (specified in the Preliminary Task of this Knowledge Assessment). Their response will vary depending on the state/territory they selected. E.g., if the candidate ticked SA as their state/territory in the Preliminary Task, their responses here must be based on the payroll tax laws of South Australia.   
For the assessor to determine whether the responses are consistent with the candidate’s state/territory, the assessor must check the state/territory’s payroll tax laws which can be accessed through the links below.
	State / Territory
	Payroll Tax Laws

	New South Wales
	Payroll Tax Act 2007 

	Northern Territory
	Payroll Tax Act 2009

	Queensland
	Payroll Tax Act 1971

	South Australia
	Payroll Tax Act 2009

	Tasmania
	Payroll Tax Act 2008

	Victoria
	Payroll Tax Act 2007

	Western Australia
	Pay-roll Tax Assessment Act 2002


Model answer provided below is based on the payroll tax laws in South Australia.
· Employers with Australian wages of $1.5 million or more are required to be registered in South Australia
· Employers who pay wages in South Australia must register for payroll tax if their Australian weekly wages exceed $28 846.




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

	

	Mapping: CPCCBC5019 KE6.4  
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 3, Section 3.1
Marking guide 
The candidate must answer the following questions about the Fringe Benefits Tax (FBT) obligations of a building and construction business based to Australian Taxation Office (ATO).
Additional marking guide and benchmarks are provided below to guide the assessor in assessing the candidate’s responses.

	i. Define fringe benefits.
     
The candidate must define fringe benefits.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below:
Fringe benefits are benefits granted by an employer in respect of the employees’ employment to the business, in addition to their basic salaries 

	ii. Identify one type of fringe benefit.
     
The candidate must identify one type of fringe benefit.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with one of the benchmark answers below:
· Car fringe benefits
· Car parking fringe benefits
· Entertainment-related fringe benefits
· Expense payment fringe benefits
· Debt waiver fringe benefits
· Loan fringe benefits
· Housing fringe benefits
· Board fringe benefits
· Living away from home allowance fringe benefits
· Property fringe benefits
· Residual fringe benefits




	iii. 
Who shoulders the burden of Fringe Benefits Tax?
     
The candidate must identify who should shoulder the burden of Fringe Benefits Tax.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below.
Employer

	iv. Identify one legislation that governs the assessment and collection of Fringe Benefits Tax. 
     
The candidate must identify one legislation that governs the assessment and collection of Fringe Benefits Tax.
For a satisfactory performance, their response must include one of the benchmark answers below.
· Fringe Benefits Tax Assessment Act 1986
· Fringe Benefits Tax Act 1986
· Fringe Benefits Tax (Application to the Commonwealth) Act 1986

	v. Who are required to register for Fringe Benefits Tax? 
     
The candidate must identify who are required to register for Fringe Benefits Tax. 
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below.
All employers who are providing or planning to provide fringe benefits to their employees will be required to register for FBT.

	vi. What tax return do you have to lodge with the ATO when you have an FBT liability to report?
     
The candidate must identify the tax return that has to be lodged with ATO when they have an FBT liability to report.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below.
Fringe Benefits Tax (FBT) return




	vii. Why do you have to differentiate between a contractor and an employee for fringe benefits tax purposes?
     
The candidate must identify the reason why it is important to differentiate between a contractor and an employee for fringe benefits tax purposes.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below.
It is important that you know how to differentiate a contractor from an employee because the benefits provided by a business to contractors are not considered as fringe benefits for FBT purposes.




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

	

	Mapping: CPCCBC5019 KE6.5
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 3, Section 3.1
Marking guide 
The candidate must answer the following questions about pay as you go (PAYG) instalments.
Additional marking guide and benchmarks are provided below to guide the assessor in assessing the candidate’s responses.

	i. Describe the PAYG instalments system.
     
The candidate must describe the PAYG instalments.  
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below.
PAYG instalments system is a system that requires certain taxpayers to make separate payments at a regular interval for the income earned throughout the annual tax period.

	ii. Identify the legislation that governs the administration of PAYG instalments system.
     
The candidate must identify the legislation that governs the administration of PAYG instalments system.
For a satisfactory performance, their response must be:
Taxation Administration Act 1953

	iii. Identify one reason why a company would be required to pay by instalments.
     
The candidate must identify one reason why a company would be required to pay by instalments.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with one of the benchmark answers below:
· The company’s instalment income in its latest tax return amounted to $2,000,000 or more
· The company’s estimated (notional) tax amounted to $500 or more
· The company is the head a consolidated group




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

	

	Mapping: CPCCBC5019 KE6.6
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 3, Section 3.1
Marking guide 
The candidate must answer the following questions about Goods and Services Tax (GST).
Additional marking guide and benchmarks are provided below to guide the assessor in assessing the candidate’s responses.

	i. What is GST?
     
The candidate must define what GST is.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below:
It is a tax imposed on the goods and services offered by a business.

	ii. Who bears the burden of GST?
     
The candidate must identify who bears the burden of GST.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below:
The final consumer ultimately bears the burden of GST.

	iii. Identify the legislation that governs Goods and Services Tax.
     
The candidate must identify the legislation that governs Goods and Services Tax.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below:
A New Tax System Act 1999 (the GST Act)




	iv. 
When will a business be required to register for GST?
     
The candidate must identify when will a business be required to register for GST.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below:
A business who has a GST turnover of $75,000 or more would 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?
     
The candidate must identify the report that they need to lodge with Australian Taxation Office (ATO) in relation to their GST obligations.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below:
Business Activity Statement (BAS)

	vi. Why do you have to differentiate a contractor from an employee for GST purposes?
     
The candidate must identify the reason why it is important to differentiate a contractor from an employee for GST purposes.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below:
When the individual who have rendered building and construction services is classified as a contractor rather an employee, the individual will need to register for GST if the GST turnover relating to the services provided is $75,000 or more.




	18. 

Identify two tax differences between a sole trader and a company

	

	Mapping: CPCCBC5019 KE6.7 
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 3, Section 3.1
Marking guide 
The candidate must identify two tax differences between a sole trader and a company.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with two of the benchmark answers below:
· The tax-free threshold for sole traders is $18,200 as of 2019–20. Income earned by companies, on the other hand, has no tax-free threshold. 
· Sole traders pay income tax at the individual income rate. On the other hand, companies have to pay income tax at either full company tax rate or at base rate entity company tax rate.
· A sole trader lodges Individual Tax Return while a company lodges Company Tax Return.

	i. [bookmark: Text12]     

	ii. [bookmark: Text13]     




	19. Answer the following questions about registering for taxes.

	

	Mapping: CPCCBC5019 KE6.8  
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 1, Section 1.1
Marking guide 
The candidate must answer the following questions about registering for taxes.
Additional marking guide and benchmarks are provided below to guide the assessor in assessing the candidate’s responses.

	i. Give one reason why a business would need to register for a tax file number (TFN).
     
The candidate must give one reason why a business would need to register for a tax file number (TFN).
For a satisfactory performance, their response must be consistent with one of the benchmark answers below:
· Having a TFN enables your business to apply for government benefits
· Having a TFN allows your business to lodge tax returns electronically
· Having a TFN allows your business to apply for an Australian Business Number (ABN).
Other responses are acceptable as long as they are reasons as to why businesses 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.
     
The candidate must provide one example of a tax registration, other than TFN registration, which a building and construction business would have to consider.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with one of the benchmark answers below:
· Goods and services tax
· Pay as you go withholding
· Pay as you go instalments
· Fringe benefits tax
· Fuel tax credits




	iii. Identify one way of how you can register for GST.
     
The candidate must identify one way of registering for GST.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with one of the benchmark answers below:
· Via the ATO Business Portal
· By phoning ATO on 13 28 66
· Through a registered tax agent or BAS agent
· By completing the Add a New Business Account (NAT 2954) form.

	iv. What do you need to register for before you can register for GST?
     
The candidate must what they need to register for before they can register for GST.
For a satisfactory performance, their response must include the benchmark answer below:
Australian Business Number (ABN)

	v. Identify the number of penalty units imposed for failing to meet your obligation to register for GST.
     
The candidate must identify the number of penalty units imposed for failing to meet their obligation to register for GST.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below:
20 penalty units

	vi. 
What should you register for before making a payment subject to withholding tax?
     
The candidate must identify what they should first register for before making a payment subject to withholding tax.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below:
PAYG Withholding




	vii. What tax registration should you complete before registering for Fuel Tax Credit?
     
The candidate must identify the tax registration that they should complete before registering for Fuel Tax Credit.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below.
Registration for GST

	viii. Why would a business want to register for Fuel Tax Credit?
     
The candidate must identify one reason why the business would want to register for Fuel Tax Credit.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below:
The business has to register for Fuel Tax Credit before it can claim credits for the fuel tax included in the price of fuel used in its business activities. 



	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

	

	Mapping: CPCCBC5019 KE6.9
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 3, Section 3.1
Marking guide 
The candidate must, for each method of paying taxes in Australia listed below:
i. Identify the requirements they need to have in order to complete the related payment transactions
ii. Identify the advantages of choosing each
iii. Identify the advantages of choosing each
For a satisfactory performance, although the wording may slightly vary, the candidate’s response must be consistent with the benchmark answers below. The underlined words/phrases must appear in the candidate’s response.




	Requirement
	Payment Methods 

	
	Debit Card
	In Person at Australia Post

	i. Payment Requirements
	     
The taxpayer will need to have the correct payment reference number (PRN) which will be used as the reference for the payment transaction.
	     
The taxpayer will need to bring the related payment slip which can be found on selected ATO notices.

	ii. 
Advantage
	     
Payment through debit card requires less effort than paying in person as it does not require the taxpayer to be physically present at a post outlet for payment. 
	     
The taxpayer does not need to pay a transaction fee.

	iii. Disadvantage
	      
The taxpayer will have to pay a transaction fee.
	     
Payment in person requires more effort as compared to other payment options as it requires the taxpayer to be physically present at a post outlet for payment.




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

	

	Mapping: CPCCBC5019 KE6.10  
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.6
Marking guide 
The candidate must answer the following questions about maintaining business and taxation records.
Additional marking guide and benchmarks are provided below to guide the assessor in assessing the candidate’s responses.

	i. List three reasons why it is important to keep business records for taxation purposes.
a.      
b.      
c.      
The candidate must list three reasons why it is important to keep business records for taxation purposes.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with three of the benchmark answers below:
· To provide written evidence of income and expenses
· To help the business’s tax agent in preparing tax return
· To ensure that the business will be able to claim all your entitlements
· In case ATO asked the business to prove the information you provided in your tax return
· Reduce the risk of tax audits and adjustments
· Improve communication with ATO
· Resolve issues relating to disputed assessments or adjustments
· Avoid exposure to penalties

	ii. As per taxation laws, how long do you need to keep business and taxation records?
     
The candidate must identify how long business and taxation records must be kept under taxation laws.
For a satisfactory performance, their response must be:
Five years




	iii. As per the Corporations Act 2001, how long do companies have to keep their financial records?
     
The candidate must identify how long financial records must be kept under the Corporations Act 2001.
For a satisfactory performance, their response must be:
Seven years

	iv. According to the Fair Work Act, how long should an entity keep its employee records?
     
The candidate must identify how long employee records must be kept under the Fair Work Act.
For a satisfactory performance, their response must be:
Seven years

	v. Identify one of the five rules of record keeping enumerated by ATO.
     
The candidate must identify one of the five rules of record keeping enumerated by ATO.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with one of the benchmark answers below.
· Taxpayers need to keep all records related to starting, running, changing, and selling or closing your business that are relevant to your tax and super affairs.
· The relevant information in your records must not be changed and must be stored in a way that protects the information from being changed or the record from being damaged.
· Taxpayers need to keep most records for five years.
· Taxpayers need to be able to show records upon ATO’s request.
· Records must be in English or able to be easily converted to English.




	vi. What would be the penalty for failing to meet your record-keeping obligations to ATO?
     
The candidate must identify what the penalty would be for failing to meet their record-keeping obligations to ATO.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below:
The penalty for failing to keep or retain records as required would be 20 penalty units.

	vii. Give one example of a record that must be kept by a business engaging with a contractor or a supplier.
     
The candidate must give one example of a record that must be kept by businesses engaging with a contractor or a supplier.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with one of the benchmark answers below.
· Contracts or written agreements
· Invoices issued and received
· Records of the amounts paid
· Records of reimbursement made to contractors
· Payment summaries or income statements issued
· Records of superannuation payments (if applicable)
· Voluntary requests made by a contractor for you to withhold tax amounts from payments
· Records of tax withheld from payments when a supplier does not quote their ABN




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

	

	Mapping: CPCCBC5019 KE7.1  
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.3
Marking guide 
The candidate must identify the two most common types of invoices and determine what types of businesses can issue the respective invoices. 
For a satisfactory performance in the “Type of Invoice” column, the candidate must be able to identify all of the following (in any order):
· Regular invoices
· Tax invoices
Additional marking guide and benchmarks are provided below to guide the assessor in assessing the responses here.

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

	i. [bookmark: Text15]     
Regular Invoice
	     
The candidate must identify the type of business who can issue regular invoices.
For a satisfactory performance, the candidate’s answer must be consistent with the benchmark answer below. This benchmark
Regular invoices are issued by businesses that are not registered for GST.

	ii.      
Tax Invoice
	     
The candidate must identify the type of business who can issue tax invoices.
For a satisfactory performance, the candidate’s answer must be consistent with the benchmark answer below:
Tax invoices can only be issued by businesses that are registered for GST.




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

	

	Mapping: CPCCBC5019 KE7.1 (p), KE7.2 (p)
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.3
Marking guide 
The candidate must list the seven details that must be included in a tax invoice.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answers below.

	i. [bookmark: Text16]     
Information that the document is intended to be a tax invoice, e.g. the document is titled “Tax Invoice” 

	ii.      
The business’s identity as the seller, such as business name or trading name

	iii.      
The business’ Australian business number (ABN)

	iv.      
The date the invoice was issued

	v.      
Brief list of the goods and services provided, including quantity (e.g. hours worked) and price

	vi.      
The total goods and services tax (GST) amount payable 

	vii.      
The extent to which each item sold includes GST




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

	

	Mapping: CPCCBC5019 KE7.2 (p)
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.3
Marking guide 
The candidate must identify five different ways of how a business can send invoices to its clients.
For a satisfactory performance, although the wording may slightly vary, their response must be the five below 

	i. [bookmark: Text17]     
Via post mail

	ii.      
Through email

	iii.      
Through e-invoicing

	iv.      
Through printable web page

	v.      
In person




	25. Answer the following questions about invoicing.

	

	Mapping: CPCCBC5019 KE7.2 (p)
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.3
Marking guide 
The candidate must answer the following questions about invoicing.
Additional marking guide and benchmark answers are provided below for the assessor’s reference when evaluating the candidate’s responses.

	i. What should the project manager do when issuing the invoice to the client?
     
The candidate must identify what a project manager should do when issuing the invoice to the client.
For a satisfactory performance, although the wording may slightly vary, the candidate’s response must be consistent with the benchmark answer below:
The project manager should review whether the invoices follow the formatting required by the contract and project procedures.
Other responses are acceptable provided that they are procedures performed by project managers when issuing invoices to the clients.

	ii. What happens if there is a delay in the process of invoicing?
     
The candidate must determine what happens if there is a delay in the process of invoicing.
For a satisfactory performance, although the wording may slightly vary, the candidate’s response must be consistent with the benchmark answer below. 
Delay in invoicing creates problems in the contractor’s cashflows. 
Other responses are acceptable provided they are results of delays in the invoicing process.




	iii. How do you record the invoicing of progress payments in the accounting system?
     
The candidate must determine how progress payments are recorded in the accounting system.
For a satisfactory performance, although the wording may slightly vary, the candidate’s response must be consistent with the benchmark answer below.
You record the invoicing of progress payments by crediting the Progress Payment account and debiting the Accounts Receivable account by the amount indicated in the related invoice.



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

	

	Mapping: CPCCBC5019 KE7.2 (p) 
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.3
Marking guide 
The candidate must explain how collection of payments is recorded in the accounting system of a business.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below. 

	[bookmark: Text18]      
To record the collection of payments, an amount equal to the payment received is debited to the Cash account and the related Accounts Receivable accounts is credited accordingly. 




	27. Answer the following questions about budgeting.

	

	Mapping: CPCCBC5019 KE7.3 (p)
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.1
Marking guide 
The candidate must answer the following questions about budgeting.
Additional marking guide and benchmark answers are provided below for the assessor’s reference when evaluating the candidate’s responses.

	i. Why is it important to prepare a budget?
[bookmark: Text19]     
The candidate must identify one reason why it is important to prepare a budget.
The candidate’s response may vary, it may include one of the following:
· To set business goals
· Useful for control purposes
Other responses are acceptable provided they are explanations relating to the importance of preparing a budget. 

	ii. What is a Project Budget?
     
The candidate must explain what project budget is.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below:
Project budget is a planning tool used by project managers to set target costs for material, labour, and sub-contractor costs allocated for the project.

	iii. 
Most businesses have established code of accounts in their accounting system. What is the relevance of these codes of account in budgeting?
     
The candidate must explain the relevance of code of accounts in budgeting.
The candidate’s response may vary, it may include:
Codes of accounts help project managers in distinguishing multiple components of a project budget without the need to remember lengthy names or terminologies.
Other responses are acceptable provided they are explanations relating to the relevance of code of accounts in budgeting.




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

	

	Mapping: CPCCBC5019 KE7.3 (p)
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.2
Marking guide 
The candidate must explain the use of the listed types of financial reports in managing business finances  
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answers below

	Financial Report
	Use in Managing Business Finances

	Profit or Loss Statement
	[bookmark: Text20]     
Profit or Loss Statement will help you track the revenue earned and the expenses incurred by the business for the current period.
Other responses are acceptable provided it can explain the use of Profit or Loss Statement in managing business finances.

	Statement of Cash Flows
	[bookmark: Text21]     
Statement of Cash Flows will help you track the inflows and outflows of the business.
Other responses are acceptable provided it can explain the use of Statement of Cash Flows in managing business finances.




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

	

	Mapping: CPCCBC5019 KE7.4
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.6
Marking guide 
The candidate must identify two essential tasks that a business must accomplish by the end of the financial year.
For a satisfactory performance, although the wording may slightly vary, their response must include two of the following tasks:
· Check record-keeping requirements
· Lodge yearly reports and returns
· Identify claimable tax concessions and tax deductions
· Check whether the business’s tax agent is registered
· Keep-up-to date with tax changes
· Be wary of tax-refund scams
· Review finances
· Review business and marketing plans
· Review business structure
· Check insurances
· Back up and secure files

	i. [bookmark: Text22]     

	ii.      




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

	

	Mapping: CPCCBC5019 KE8.1, KE8.2, KE8.3, KE8.4  
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.3
Marking guide 
The candidate must identify one advantage and one disadvantage of employing the following payment methods in a building and construction business.
Additional marking guide and benchmark answers are provided below for the assessor’s reference when evaluating the candidate’s responses.



CSTC Pty Ltd (RTO #0699)		Page 2 of 176
CSTC Pty Ltd (RTO #0699)		Page 2 of 176

CSTC Pty Ltd (RTO #0699)		Page 2 of 176
	Payment Method
	Advantage
	Disadvantage

	Credit Card
	      
The candidate must identify one advantage of employing credit card as a payment method in a building and construction business.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with one of the benchmark answers below:
· Ease of payment 
· Can boost sales 
Other responses are acceptable provided they are advantages of employing credit card as a payment method in a building and construction business.
	     
The candidate must identify one disadvantage of employing credit card as a payment method in a building and construction business.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with one of the benchmark answers below
· Demands complex bookkeeping system
· Some banks may charge transaction costs
Other responses are acceptable provided they disadvantages of employing credit card as a payment method in a building and construction business.




	Payment Method
	Advantage
	Disadvantage

	Debit Card
	     
The candidate must identify one advantage of employing debit card as a payment method in a building and construction business.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with one of the benchmark answers below
· Ease of payment
· Payments are instantly transferred to the accounts of the business
· The inflow of cash from construction services can be easily tracked in the bank statements
Other responses are acceptable provided they are advantages of employing debit card as a payment method in a building and construction business. 
	     
The candidate must identify one disadvantage of employing debit card as a payment method in a building and construction business. 
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with one of the benchmark answers below:
· Some banks may charge transaction costs
· Not completely contactless
Other responses are acceptable provided they are advantages of employing debit card as a payment method in a building and construction business




	Payment Method
	Advantage
	Disadvantage

	Direct Debit
	     
The candidate must identify one advantage of employing direct debit as a payment method in a building and construction business.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with one of the benchmark answers below:
· Ease of payment
· Contactless
· Clients can easily set up this payment method as the default payment method when transacting online
Other responses are acceptable provided they are advantages of employing direct debit as a payment method in a building and construction business 
	     
The candidate must identify one advantage of employing direct debit as a payment method in a building and construction business.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with one of the benchmark answers below
· Some banks may charge transaction costs
· Requires connection to the Internet
Other responses are acceptable provided they are disadvantages of employing direct debit as a payment method in a building and construction business 




	Payment Method
	Advantage
	Disadvantage

	Cheques
	     
The candidate must identify one advantage of employing cheques as a payment method in a building and construction business.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with one of the benchmark answers below:
· Attracts clients who are not comfortable with electronic payment methods
· Clients have an option to send cheques through mail when settling invoices 
Other responses are acceptable provided they are advantages of employing cheques as a payment method in a building and construction business 
	     
The candidate must identify one disadvantage of employing cheques as a payment method in a building and construction business.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with one of the benchmark answers below:
· Does not guarantee payment
· Some banks still require manual clearing
· Clients can issue “stop payment”
· Some banks may charge transaction costs
· Payments are not transferred immediately as they still have to undergo clearing procedures
Other responses are acceptable provided they are disadvantages of employing cheques as a payment method in a building and construction business




	Payment Method
	Advantage
	Disadvantage

	Cash
	     
The candidate must identify one advantage of employing cash as a payment method in a building and construction business.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with one of the benchmark answers below:
· Ease of payment
· No transaction cost
Other responses are acceptable provided they are advantages of employing cash as a payment method in a building and construction business.
	     
The candidate must identify one disadvantage of employing cash as a payment method in a building and construction business.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with one of the benchmark answers below:
· Requires direct contact
· Easy to counterfeit
· Requires manual cash count
Other responses are acceptable provided they are disadvantages of employing cash as a payment method in a building and construction business.
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	31. Answer the following questions about financial health.

	

	Mapping: CPCCBC5019 KE9.1
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.4
Marking guide 
The candidate must answer the following questions about financial health check.
Additional marking guide and benchmark answers are provided below to guide the assessor in assessing the candidate’s response.

	i. What does financial health of business mean?
[bookmark: Text23]     
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below:
Financial health describes the state of the business in terms of financial position and financial performance.

	ii. 
Identify one example of a ratio that most businesses will have to analyse when performing a financial health check.
     
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with any of the benchmark answers below:
· Profitability ratios
· Liquidity ratios
· Financing ratios
· Turnover (efficiency) ratios




	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

	

	Mapping: CPCCBC5019 KE9.2
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.4
Marking guide 
The candidate must for each sale calculations listed below:
i. Identify what is being measured
ii. Provide the related formula
iii. Determine how the result of the calculations is analysed
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answers below.

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

	Definition
	     
Break-even point in dollars determines the amount of dollar sales in which the business’s total revenue would equal its total costs.
	     
Gross profit margin determines how much you earn in percentage for each dollar sale.

	
Formula
	     
Break-even point in dollars = Total Fixed Costs ÷ Contribution Margin Ratio
	     
Gross Profit Margin = (Gross Profit ÷ Sales)x100 

	Analysis
	      
If the total sales of the business is greater than its Break-even Point in dollars, the business would be currently operating at a profit. However, if the total sales of the business would be less than the Break-even Point in Dollars, it would mean that the business is currently operating at a loss.
	     
If the current gross profit margin is lower than the target margin for the period, the business would then be considered as underperforming and vice versa.




	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

	

	Mapping: CPCCBC5019 KE9.3, KE9.4 
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.4
Marking guide 
The candidate must, for each financial ratios listed below:
· Identify what type of financial ratio it is
· Explain what is being measured by the ratio
· Explain how the ratio is computed
· Explain how the ratio should be evaluated
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answers below.
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	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
	     
Profit Ratio
	     
Gross profit ratio measures the percentage of gross profit earned for every dollar sale.
	     
Gross profit ratio = Gross Profit ÷ Sales
	     
The higher the gross profit ratio is, the better.

	Return on Equity (ROE)
	     
Profit Ratio
	     
This ratio measures the rate of return on resources provided by the owners of the business.
	     
ROE = Net Income ÷ Average Ordinary Equity
	     
The higher the Return on Equity is, the better.

	Current Ratio
	     
Liquidity Ratio
	     
Current ratio measures the business’s ability to pay short-term obligations with all its current assets. 
	     
Current ratio = Current Assets ÷ Current Liabilities
	     
A current ratio of more than one is good. 

	Quick Ratio
	     
Liquidity Ratio
	     
Quick ratio measures the business’s ability to pay short-term obligations with its quick assets.
	     
Quick ratio = Quick Assets ÷ Current Liabilities
	     
A quick ratio of more than one is good 




	Ratio
	Type of ratio
	What is being measured by this ratio
	How this ratio is computed (formula)
	How this ratio should be evaluated

	Debt to Equity Ratio
	     
Financing Ratio
	     
This ratio measures the riskiness of the business’s capital structure.
	     
Debt to Equity Ratio = Quick Assets ÷ Current Liabilities
	     
A high Debt to Equity ratio indicates that the riskiness of business’s capital structure is high. 

	Loan to value Ratio
(LVR)
	     
Financing Ratio
	     
This ratio helps lenders work out if they can get the loan amount back if the business stops making payments
	     
Loan to Value Ratio = (loan amount/property or asset value) x 100
	     
The lower the LVR, the better.
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	34. Identify the six steps of how a business can recover outstanding debts as recommended in business.gov.au.

	

	Mapping: CPCCBC5019 KE10.1
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.3
Marking guide 
The candidate must identify the six steps of how a business can recover outstanding debts as recommended in business.gov.au.
For satisfactory performance, although wording may slightly vary, the candidate’s responses must be the steps listed below in the correct order.

	i. [bookmark: Text24]     
Review the terms of your contract

	ii.      
Send a reminder

	iii.      
Send a Letter of Demand

	iv.      
Get help with the dispute resolution

	v.      
Use a debt collection agency

	vi.      
Take legal action




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

	

	Mapping: CPCCBC5019 KE10.2 (p)
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.5
Marking guide 
The candidate must identify one way on how a building and construction business can reduce its expenses. 
For a satisfactory performance, their response must include a way of how a business can reduce its expenses. Candidate’s responses may vary as there could be a number ways of how a business can reduce its expenses. 
Model answers are provided below for assessor’s additional reference.
· Switch to an insurance company that provides a better deal
· Use energy efficient equipment
· Build good relationship with suppliers to be able to negotiate better deals
· Hire-multi tasking employees
If the candidate’s responses is not in any of the above, this is still acceptable as long as their response is a 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.

	

	Mapping: CPCCBC5019 KE10.2 (p)  
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.5
Marking guide 
The candidate must identify one way on how a business can rearrange its expenses to improve its financial position. 
For a satisfactory performance, their response must include a way on how a business can rearrange its expenses as a way of improving the business’s financial position. Candidate’s responses may vary as there could be a number ways of how a business can rearrange its expenses.  
Rearrangement of expense may relate to the manner of arranging payment terms and to the manner of incurring expenses. 
Model answers are provided below for assessor’s additional reference.
· Arrange a periodic payment for large expenses.
· The schedule for purchasing of materials procurement should be aligned with the schedule of progress payments to avoid outstanding balances and to ensure stable cash flows.
If the candidate’s responses is not in any of the above, this is still acceptable as long as their response is a 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.

	

	Mapping: CPCCBC5019 KE10.3
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.5
Marking guide 
The candidate must explain how selling of assets can improve the financial position of a business.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below: 

	[bookmark: Text27]     
Selling of unused assets may improve the business’s financial position by reducing the storage costs related to the unused asset and by turning long-term assets to highly liquid assets such as cash and receivable.



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

	

	Mapping: CPCCBC5019 KE10.4
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.5
Marking guide 
The candidate must provide the primary reason why price increase would be necessary to improve a business’s financial position.
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below:

	     
Price increase would be necessary to improve the business’s financial position when there is a hike in the construction costs like materials, labour, and equipment.




	39. Answer the following questions about consolidation of debt.

	

	Mapping: CPCCBC5019 KE10.5  
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.5
Marking guide 
The candidate must answer the following questions about consolidation of debt.
Additional marking guide and benchmark answers are provided below to guide the assessor in evaluating the candidate’s responses.

	i. What is debt consolidation?
[bookmark: Text28]     
The candidate must explain what debt consolidation is. 
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below
Debt consolidation is the act of combining different outstanding debts into one loan.

	ii. 
How can consolidation of debts help in improving and managing a business’s financial position?
     
For a satisfactory performance, although the wording may slightly vary, their response must include any one of the following:
· Single settlement
· Potential lower interest rate
· Potentially more manageable payment terms




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

	

	Mapping: CPCCBC5019 KE10.6 (p)  
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.5
Marking guide 
The candidate must answer the following questions about keeping track of cash flows.
Additional marking guide and benchmark answers are provided below to guide the assessor in assessing the candidate’s responses.

	i. Provide one way of how a building and construction business can keep track of its cash flows.
     
The candidate must provide one way of how a building and construction business can keep track of its cash flows. 
The candidate’s response may vary, it may include one of the following: 
· Building and construction businesses can keep track of its cash flows by monitoring Cash Flow Status Report for each project
· Building and construction businesses can keep track of its cash flows by conducting periodic cash counts
· Building and construction businesses can keep track of its cash flows by monitoring bank statements
· Building and construction businesses can keep track of cash flows by preparing a Cash flow statement
Other responses are acceptable as long as they are ways on how building and construction businesses can keep track of its cash flows.




	ii. Describe what a Cash Flow Status Report is.
     
The candidate must describe what a Cash Flow Status Report is.
For a satisfactory performance, although the wording may slightly vary, their response must be able to identify the qualities or features of a Cash Flow Status Report.
Model answers are provided below to give the assessor a general idea of the required breadth and depth for a satisfactory response:  
A Cash Flow Status Report is a report that records the cash inflows and outflows in a construction project. The report is periodically updated to record payment transactions made to suppliers and labourers and to record progress payments received from the client during the period. The difference between the receipts and the disbursements during the period is reported in this document as the Cash Position. 



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

	

	Mapping: CPCCBC5019 KE10.6. (p)  
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.5
Marking guide 
The candidate must identify two ways of how a business can improve its cash flows.
For a satisfactory performance, their response must be any two of the following:
· Lease assets 
· Provide ease payment options to clients
· Send invoice payment reminders
· Offer discounts for early payment
· Make Just in Time stock order instead
· Use interest bearing bank accounts for any surplus cash
Other responses are acceptable as long as they are ways on how a business can improve its cash flows.

	i. [bookmark: Text29]     

	ii.      




	42. Describe each type of insurance.

	

	Mapping: CPCCBC5019 KE11.1, KE11.2, KE11.3, KE11.4, KE11.5
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 3, Section 3.2
Marking guide 
The candidate must describe each type of insurance.
For a satisfactory performance, although the wording may slightly vary, their responses must be consistent with the benchmark answers below. 

	Insurance
	Description

	Public Liability
	     
Public liability insurance intends to cover the cost of damages to the public that have occurred in the conduct of a business activity 

	Builders’ Risk
	     
Builders’ Risk insurance intends to cover possible loss or damages that may be sustained when operating a construction work. 

	Income Loss
	     
Income protection insurance pays up a certain percentage of the worker’s pre-tax income for a specified time if the worker is unable to work due to partial or total disability. 

	Workers Compensation
	     
A worker’s insurance policy provides an employer coverage in the event one of their employees suffer a work-related injury or illness.

	Commercial Vehicles
	     
Commercial vehicle insurance covers possible loss or damages that can be sustained by business’s vehicles, whether that’s a specialty vehicle like a catering truck or a regular car used for business. 




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

	

	Mapping: CPCCBC5019 KE12.1, KE12.2 
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.3
Marking guide 
The candidate must answer the following questions about contractual financial arrangements.
Additional marking guide and benchmark answers are provided below to guide the assessor in assessing the candidate’s responses.

	i. Where would you usually find the terms on payments subject to quality of work in a construction contract?
[bookmark: Text30]     
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below.
The terms on payments subject to quality of work are usually found on the retention clause of the construction contract.

	ii. What does ‘Retention’ mean in the context of contractual agreements?
     
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below.
Retention is the percentage of the contract price which is withheld by the client to ensure that the contractor completes the construction work according to the term of the contract.

	iii. What does product quality mean in a construction contract?
     
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below.
Product quality pertains to the specifications and expectations of the client regarding output of the construction work (e.g. what type of materials should be used in the project).




	iv. What does product compliance mean in a construction contract?
     
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below.
Product compliance indicates whether the output of the construction work follows relevant laws and regulations. 

	v. Why do you need the terms on product quality and compliance on the construction contract?
     
For a satisfactory performance, although the wording may slightly vary, their response must be consistent with the benchmark answer below.
Most contracts will contain provisions as to what will happen if the construction work did not meet the contract’s terms and condition on product quality and compliance.

	vi. Why do you need to know the terms and conditions of payment in the construction contract?
     
[bookmark: _Hlk56654764]For a satisfactory performance, although the wording may slightly vary, their response must include one of the benchmark answers below:
· To know how much progress payments you can claim for the period
· To know you when you can demand for progress payments
· To know the agreed payment procedures
· To know the provisions for “Retention”
· To know the rights of the clients as to withholding of payments
Other responses are acceptable as long as they are reasons as to why it is important to know about 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

	

	Mapping: CPCCBC5019 KE12.3  
Learner guide reference: CPCCBC5019 Learner Guide, Chapter 2, Section 2.3
Marking guide 
The candidate must provide two reasons it is important to know the terms and conditions of payment in a construction project.
For a satisfactory performance, although the wording may slightly vary, their response must include two of the benchmark answers below:
· To know the schedule of progress payments
· To know when the contractor can claim for payment
· To know what to do if the payment is delayed
· To know the conditions before payment can be demanded
· To know the percentage of contract price that will be withheld until the completion of the contract

	i. [bookmark: Text31]     

	ii.      




[bookmark: _Toc61449213]Practical Assessment
[bookmark: _Toc61449214]Assessor 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 the candidate 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: _Toc53038397][bookmark: _Toc61449215]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: _Toc61449216]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.

	

	No mapping. This is a preliminary step for the candidate to complete as part of the practical assessment.
Marking guide 
	IMPORTANT:
Before starting the practical assessment, the assessor must ensure that the candidate has access to all the workplace resources required for this assessment. 
Any contextualisation and arrangements for simulated assessments must be planned and organised before the candidate commences with the practical assessment.


The candidate must record the following details for the assessor’s reference. 
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 the candidate is currently a part of.
When assessing the candidate’s responses to the tasks in this practical assessment, the assessor must review the candidate’s responses against the information recorded below.
For a satisfactory performance in this practical, the candidate must ensure that their responses and performance must align with the information they have provided below.




	For example (but not limited to):
· Suppose the task asks the candidate to refer to building and construction legislation and regulatory requirements. In that case, they must refer to the requirements that apply to the state/territory where their nominated building and construction project is being undertaken.
· If the task requires you to follow organisational policies and procedures, the candidate must refer to the policies and procedures in their nominated organisation/workplace.

	Work role/title
	     
The candidate must record here their work role/title, e.g. builder, a site manager in training, foreperson, or an apprentice, etc.

	Organisation/workplace
	     
The candidate must record here the name of their nominated organisation/workplace, e.g. Cascade Peak Construction Pty. Ltd.

	Building and construction project
	     
The candidate must record here their nominated building and construction project, e.g. Cascade Peak Walkway Project

	Project overview
	     
The candidate must provide a brief overview of this project. 

	Building classification
	     
The candidate must specify the building classification for this project, e.g. Class 1a, Class 1b, etc.

	Project site address
	     
The candidate must record here the address of the project site.

	State/territory where this project is being undertaken
	     
The candidate must specify here in which state/territory their nominated project is being undertaken.


[bookmark: _Toc52091797][bookmark: _Toc53038399]

[bookmark: _Toc31695067][bookmark: _Toc53038400][bookmark: _Toc61449217]Practical Assignment
[bookmark: _Toc31695068][bookmark: _Toc53038401][bookmark: _Toc61449218]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




	Mapping: Provided in each Practical Assignment task below. 
Marking guide 
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
The tasks come with a set of instructions. The candidate is to follow and perform these instructions. These tasks do not require the assessor to observe. However, the assessor/training provider must provide the candidate access to the resources required for this assessment.
The candidate is required to:
· Review the task instructions included in this Practical Assignment.
· Record their response as required in the instructions.
Resources required for assessment
To complete the assessment, the candidate will need access to the following:
· Access to the relevant legislation registers
· Access to the contract of your nominated project
IMPORTANT: The assessor/training provider must provide the candidate access to these resources.
· [Copy and paste items from ‘Resources required’ list above]




	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.

	

	Mapping: CPCCBC5019 PC1.1 (p)
Marking guide 
The candidate must identify three building and construction legislation relevant in the state/territory where their nominated project is being undertaken and provide one of the objects of each.
For a satisfactory performance, the candidate must identify three building and construction legislation relevant in the state/territory where their nominated project is being undertaken and provide one of the objects of each legislation.
As part of assessing the candidate’s response, the assessor will need to access each of the state/territory registers of legislation to check if the candidate has indeed identified a building and construction legislation relevant in the state/territory where their nominated project is being undertaken. See below.
	State/Territory
	Register of Legislation

	Australian Capital Territory
	[Link to the Register]

	New South Wales
	[Link to the Register]

	Northern Territory
	[Link to the Register]

	Queensland
	[Link to the Register]

	South Australia
	[Link to the Register]

	Tasmania
	[Link to the Register]

	Victoria
	[Link to the Register]

	Western Australia
	[Link to the Register]


The object of legislation can be implied from the provisions of the legislation itself, but in most cases, the legislation will have a specific section for Object. The section for the Object of the legislation is generally located at the beginning of the legislation. It outlines the purpose of the legislation. 
Model answers provided below are based on the assumption that the candidate’s nominated project is being undertaken in NSW.




	Title of the Legislation
	Object

	i.      
Building and Construction Industry Security of Payment Act 1999
	     
The object of this Act is to ensure that persons who carry out construction work under a construction contract is entitled to receive and can recover progress payments in relation to the construction services and supplies they provided.

	ii.      
Building Products (Safety) Act 2017
	     
One of the objects of this Act is to set out provisions prohibiting the use of certain building products.

	iii.      
Contractor Debts Act 1997
	     
The object of the Contractors Debts Act 1997 is to set out a mechanism so that subcontractors and suppliers of building materials can obtain payment directly from the principal under certain conditions. 




	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.

	

	Mapping: CPCCBC5019 PC1.1 (p)
Marking guide 
The candidate must identify three building and construction regulations relevant in the state/territory where their nominated project is being undertaken and provide the purpose or objective of each.
For a satisfactory performance, the candidate must identify three building and construction regulations relevant in the state/territory where their nominated project is being undertaken and provide the objective of each.
As part of assessing the candidate’s response, the assessor will need to access each of the state/territory registers of legislation to check if the candidate has indeed identified a building and construction regulation relevant in the state/territory where their nominated project is being undertaken. 
	State/Territory
	Register of Legislation

	Australian Capital Territory
	[Link to the Register]

	New South Wales
	[Link to the Register]

	Northern Territory
	[Link to the Register]

	Queensland
	[Link to the Register]

	South Australia
	[Link to the Register]

	Tasmania
	[Link to the Register]

	Victoria
	[Link to the Register]

	Western Australia
	[Link to the Register]


The objective of regulations is generally to set out specific provisions on how particular legislation should be applied and interpreted. In some cases, regulations will have a specific section for Objective. 
Model answers provided below assume that the candidate’s nominated project is being undertaken in NSW.




	
Name of the Regulation
	Objective

	i. [bookmark: Text46]     
Building and Development Certifiers Regulation 2020
	     
The objective of this regulation is to set out specific provisions on how the Building and Development Certifiers Act 2018 should be applied and interpreted.

	ii. [bookmark: Text47]     
Building and Construction Industry Security of Payment Regulation 2020
	     
The objective of this regulation is to set out specific provisions on how the Building and Construction Industry Security of Payment Act 1999 should be applied and interpreted 

	iii. [bookmark: Text48]     
Building and Construction Industry Long Service Payments Regulation 2017
	     
The objective of this regulation is to set out specific provisions on how the Building and Construction Industry Long Service Payments Act 1986 should be applied and interpreted




	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?’

	

	Mapping: CPCCBC5019 PC1.1 (p)
Marking guide 
The candidate must access and review the contract of their nominated project and:
i. Identify two operational requirements in the project
ii. Provide their 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 revied
For a satisfactory performance, the candidate’s response in the ‘Operational Requirement’ column must relate to either of the following:
· Labour
· Materials
· Equipment
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?’
For a satisfactory performance, the candidate’s response in the ‘Basis’ column, should refer to an information found in the contract. Accordingly, the assessor must use the copy of the contract submitted by the candidate as reference when assessing the candidate’s response in this Practical Assignment. 
Model answers are provided below for the assessor’s additional reference.




	Operational Requirement
	Basis

	i. [bookmark: Text49]     
Accredited Bushfire Consultant
	     
The project is to construct a building in a designated bushfire prone area.

	ii. [bookmark: Text50]     
Laminate glue
	     
The contract includes installation of laminate flooring.



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

	

	Mapping: CPCCBC5019 PC1.1 (p)
Marking guide 
The candidate must answer the following questions about the business requirements of a building and construction business.
For a satisfactory performance, although the wording may slightly vary, the candidate’s response must be consistent with the benchmark answers below.

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

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

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




	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. 

	

	Mapping: CPCCBC5019 PC1.2
Marking guide 
The candidate must identify three areas of the business where they will need to seek expert advice and assistance in managing business finances.
The candidate must then give two specialised skills that they can associate with the professionals practising in those business areas they just identified. 
For a satisfactory performance in the Business Area column, the candidate’s response must include (in any order):
· Taxation
· Accounting
· Payroll
For a satisfactory performance in the Specialised Skill column, the candidate’s response must include two specialised skills that they can associate with the professionals practising in the business area identified in the previous column have.
Additional marking guide and model answers are provided below to guide the assessor.

	[bookmark: _Hlk58420477]Business Area
	Specialised Skills

	i. [bookmark: Text45]     
Taxation 
	     
The candidate must give two specialised skills that they can associate with the professionals practising in the business area they just identified in the previous column.
Below are some of the specialised skills of professionals practising taxation:
· Working out the business’s entitlements under relevant taxation laws
· Preparing tax returns
· Lodging tax returns
· Representing the business in its dealings with the Commissioner of Taxation (Commissioner)
Other responses are valid as long as they are considered as specialised skills of those practising in taxation.




	Business Area
	Specialised Skills

	ii.      
Accounting
	     
The candidate must give two specialised skills that they can associate with the professionals practising in the business area they just identified in the previous column.
Below are some of the specialised skills of professionals practising accounting:
· Bookkeeping
· Financial statements preparation
· Financial statements analysis 
· Financial management reports preparation
· Lodgement of financial reports
· Conducting business audits
Other responses are valid as long as they are considered as specialised skills of those practising in accounting.

	iii.      
Payroll
	     
The candidate must give two specialised skills that they can associate with the professionals practising in the business area they just identified in the previous column.
Below are some of the specialised skills of professionals practising in payroll:
· Processing payroll transactions
· Collecting and organising payroll data
· Performing calculations related to net pay, PAYG withholding, and superannuation
· Resolving payroll discrepancies
Other responses are valid as long as they are considered as specialised skills of those practising in payroll.




	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. 

	

	Mapping: CPCCBC5019 PC1.5 (p)
Marking guide 
The candidate must determine one subject matter that they should know of in order to be competent in fulfilling each of the responsibilities listed below
Response will vary, but for a satisfactory performance, the candidate must be able to identify one subject matter that they should know of in relation to each of the responsibilities listed b.  
Model answers are provided below for the assessor’s additional reference.

	Responsibilities
	Subject matter to be knowledgeable about

	i. Monitor financial health of the business
	     
As someone responsible for monitoring the financial health of the business, I must have some knowledge on how to compute and analyse different financial ratios. 

	ii. Review business finances against project budgets 
	     
As someone responsible for reviewing business finances against project budgets, I should know how to analyse cost variances.

	iii. Introduce options to improve the financial position of the business
	     
As someone who should be able to introduce options to improve the financial position of the business, I should understand how consolidation of debts can help 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.

	

	Mapping: CPCCBC5019 PC1.5(p)
Marking guide 
The candidate must identify one activity that they should do in relation to each of the obligations listed below.
Response will vary, but for a satisfactory performance, the candidate must be able to identify one activity that they should do in relation to each of the obligations listed below.
Model answers are provided below for the assessor’s additional reference,

	Obligations
	Activity to Perform in Relation to the Obligation

	i. Ensure that the business lodge tax returns on time
	     
I should take note of the deadlines of all the required lodgements with ATO. 

	ii. Ensure that the business is compliant with the recordkeeping requirements set out in relevant tax laws
	     
I should read different laws and regulations relevant to recordkeeping.




[bookmark: _Toc61449219]Workplace Assessment
[bookmark: _Toc53038404][bookmark: _Toc61449220]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.




	Mapping: Provided in each Workplace Assessment task below.
Marking guide 
This assessment is divided into seventeen 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. The candidate is to follow and perform these instructions. These tasks do not require the assessor to observe. However, the assessor/training provider must provide the candidate access to the resources required for this assessment.




	The candidate is 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 the assessment, the candidate will need access to the following:
IMPORTANT: The assessor/training provider must provide the candidate access to these resources.
· A workplace or a similar environment that will allow the candidate 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: _Toc44867584][bookmark: _Toc53038405][bookmark: _Toc61449221]Contextualisation
	INSTRUCTIONS TO THE ASSESSOR
This workplace assessment aims to assess the candidate’s practical knowledge and skills in:
· Identifying the requirements of the business
· Managing business finances
· Processing taxation, insurance, and payments
The tasks in this Workplace Assessment are not designed to address a specific building and construction project and not designed for a particular organisation/workplace.
Before commencing the assessment, the assessor must contextualise these tasks as well as any other assessment tool provided along with this workbook, e.g. Observation Forms, Assessor’s Checklists, and other generic templates provided along with this workbook. The assessor must contextualise these to reflect:
· The building and construction project/s being undertaken by the candidate as part of this assessment, as well as the requirements and specification of this project/s.
· Organisational policies and procedures relevant to this building and construction project/s.
· Standards, laws, regulations relevant to this building and construction project/s, including any standards, laws, regulations that apply to the state/territory where this project is currently being undertaken.
· Specific tools, techniques, processes implemented into this building and construction project/s.
To contextualise these tasks:
· Adapt/revise the instructions provided in each task so that they reflect the project/s the candidate is working on as part of this assessment.
· Adapt/revise the Observation Forms or Assessor’s Checklists, as well as any assessment tools and templates provided in each task so that they reflect the project/s the candidate is working on as part of this assessment.
For example, if the candidate is required to develop the project plan for the project they are undertaking, the assessment tools and templates associated with this task must be adapted/revised so that the criteria for assessing the candidate’s project plan submission align with the actual requirements of the project they are undertaking, e.g. if certain health and safety and environmental laws affect the undertaking of this project, the criteria for assessing the project plan must include compliance with these health and safety and environmental laws.




	IMPORTANT:
Any contextualisation required must be completed before distributing the assessment workbooks and associated assessment tools to the students.
When contextualising the tasks for your RTO and your candidate, ensure the assessment tasks and benchmark performance still address the relevant unit requirements and assessment requirements in compliance with Standards for RTOs 2015 Clause 1.8-1 Principles of assessment and Clause 1.8-2 Rules of evidence.


[bookmark: _Toc53038406]
[bookmark: _Toc61449222]Simulating the Assessments
	INSTRUCTIONS TO THE ASSESSOR
This workplace assessment must be conducted in the context of a real workplace or a simulated workplace environment.
Where a real workplace is not available, the assessor must conduct the assessment in a simulated workplace environment where conditions are typical of those experienced in a real workplace.
Even if the assessment is undertaken in a simulated workplace environment, it must still provide the candidate with access to all the resources required to complete this assessment, e.g. if the task requires the candidate to refer to organisational processes for supporting students with additional needs, they must still be provided with actual/simulated organisational processes supporting students with additional needs.
To simulate the tasks:
Adapt/revise the instructions provided in each task so that they can be completed in a simulated environment. This may involve but is not limited to:
· Providing additional contextual information such as details of a simulated construction workplace, simulated information of a building and construction project, etc.
· Providing simulated workplace documents such as policies and procedures, meeting minutes, reports, and project plans, specifications, agreements, tender documents, etc.
· Creating scenarios that will enable the candidate to complete the workplace assessments included in this workbook, e.g. roleplay activities with colleagues, workplace supervisor, etc.
IMPORTANT:
Any preparation required to simulate the assessments must be completed before distributing the assessment workbooks and associated assessment tools to the students.
When simulating the assessments for the candidate, the assessor must ensure the assessment tasks and benchmark performance still address the relevant unit requirements and assessment requirements in compliance with Standards for RTOs 2015 Clause 1.8-1 Principles of assessment and Clause 1.8-2 Rules of evidence.




[bookmark: _Toc61449223][bookmark: _Hlk51588141]Task 1 – Establishing a Payroll System
[bookmark: _Toc61449224]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
· [bookmark: _Hlk58372614]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
· [bookmark: _Hlk58372645]Practical skills relevant to developing clear and effective policies and procedures for payroll
· [bookmark: _Hlk58372673]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)



	
Mapping: CPCCBC5019 PC1.2 (p). PC1.3 (p)
Marking guide
Policies and Procedures for Payroll
The candidate must submit a copy of the Policies and Procedures for Payroll document they have developed for the business. Policies and Procedures for Payroll document sets out the policies and procedures relevant in establishing an effective payroll system. 
For a satisfactory performance, the candidate’s submission must address the criteria listed in Workplace Assessment Task 1.1 – Assessor’s Checklist. 
Workplace Assessment Task 1.1 – Assessor’s Checklist
The Assessor’s Checklist must be completed by the assessor. The form must document the assessor’s assessment of the candidate’s Payroll Policies and Procedures submission.
This form outlines the criteria that the candidate’s submission must meet.
For a satisfactory performance, the candidate’s submission must meet all criteria listed here, i.e. assessor has ticked YES in all items of the Assessor’s Checklist.
Documentation of the Candidate’s Consultation with Professionals from Other Business Areas
The candidate must also submit documentation of their consultation with professionals from other areas of the business (e.g. payroll, accounting). Their documentation may include email correspondence and meeting minutes. 
Their documentation must clearly show that the candidate has sought the input of professionals from other business areas regarding the appropriate policies and procedures to be implemented to establish an effective payroll system for the building and construction business.




[bookmark: _Toc61449225]Task 1.2 – Communicating the Policies and Procedures
	[bookmark: _Hlk58374716]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
· [bookmark: _Hlk58380446]Practical knowledge of communication techniques and the organisation’s communication procedures 
· [bookmark: _Hlk58374770]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
· [bookmark: _Hlk58374792]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.




	Mapping: CPCCBC5019 PC1.3 (p)
Marking guide
Workplace Assessment Task 1.2 – Observation Form
The candidate must perform this workplace task while being directly observed by the assessor. As evidence of the candidate’s successful performance of this workplace task, the assessor must observe the candidate while performing this workplace task and record their observations in the Workplace Assessment Task 1.2 – Observation Form provided along with this workbook. 
This form lists the practical skills that the candidate needs to demonstrate to complete this assessment satisfactorily. 
For a satisfactory performance, the candidate must demonstrate each skill listed in the form, i.e. the Assessor ticked YES in all items of the form.
Documentation of the Communication of Policies and Procedures
The candidates must submit documentation of how they communicated the policies and procedures developed in Task 1.1.
Their documentation must include meeting minutes.
The assessor may use such documentation as evidence when assessing the candidate performance for this task. 



[bookmark: _Toc61449226]

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 
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)




	Mapping: CPCCBC5019 PC1.3 (p), PE1.0 (p)
Marking guide
Monitoring Report
The candidate must submit a completed Monitoring Report.
For a satisfactory performance, the candidate’s submission must address the criteria listed in Workplace Assessment Task 1.3 – Assessor’s Checklist. 
Workplace Assessment Task 1.3 – Assessor’s Checklist
The Assessor’s Checklist must be completed by the assessor. The form must document the assessor’s assessment of the candidate’s Monitoring Report submission.
This form outlines the criteria that the candidate’s submission must meet.
For a satisfactory performance, the candidate’s submission must meet all criteria listed here, i.e. assessor has ticked YES in all items of the Assessor’s Checklist.
Documentation for the Queries Conducted in Relation to This Task
The candidate must also submit the documentation for all the queries conducted in relation to this task (e.g. email correspondence or meeting minutes). The documentation submitted by the candidate must clearly show that the candidate has asked questions relevant in determining how well the business implemented the policies and procedures developed by the candidate from Task 1.1.


[bookmark: _Toc61449227]

Task 2 – Establishing a System for Taxation
[bookmark: _Toc61449228]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. 




	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)

	

	Mapping: CPCCBC5019 PC1.2 (p). PC1.3 (p)
Marking guide
Policies and Procedures for Taxation
The candidate must submit a copy of the Policies and Procedures for Taxation document. Policies and Procedures for Taxation document sets out the policies and procedures relevant in establishing an effective taxation system. 
For a satisfactory performance, the candidate’s submission must address the criteria listed in Workplace Assessment Task 2.1 – Assessor’s Checklist. 
Workplace Assessment Task 2.1 – Assessor’s Checklist
The Assessor’s Checklist must be completed by the assessor. The form must document the assessor’s assessment of the candidate’s submission.
This form outlines the criteria that the candidate’s submission must meet.
For a satisfactory performance, the candidate’s submission must meet all criteria listed here, i.e. assessor has ticked YES in all items of the Assessor’s Checklist.
Documentation of the Candidate’s Consultation with Professionals from Other Business Areas
The candidate must also submit documentation of their consultation with professionals from other areas of the business (e.g. tax, accounting).  The candidate’s documentation may include email correspondence and meeting minutes. 
Their documentation must clearly show that the candidate has sought the input of professionals from other areas of the business regarding the appropriate policies and procedures to be implemented in establishing an effective taxation system for the building and construction business.


[bookmark: _Toc61449229]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.




	Mapping: CPCCBC5019 PC1.3 (p)
Marking guide
Workplace Assessment Task 2.2 – Observation Form
The candidate must perform this workplace task while being directly observed by the assessor. As evidence of the candidate’s successful performance of this workplace task, the assessor must observe the candidate while performing this workplace task and record their observations in the Workplace Assessment Task 2.2 – Observation Form provided along with this workbook. 
This form lists the practical skills that the candidate needs to demonstrate to complete this assessment satisfactorily. 
For a satisfactory performance, the candidate must demonstrate each skill listed in the form, i.e. the Assessor ticked YES in all items of the form.
Documentation of the Communication of Policies and Procedures
The candidates must submit documentation of how they communicated the policies and procedures developed in Task 2.1.
Their documentation must include meeting minutes.
The assessor may use such documentation as evidence when assessing the candidate performance for this task.




[bookmark: _Toc61449230]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)





	Mapping: CPCCBC5019 PC1.3 (p), PE1.0 (p)
Marking guide
Monitoring Report
The candidate must submit a completed Monitoring Report.
For a satisfactory performance, the candidate’s submission must address the criteria listed in Workplace Assessment Task 2.3 – Assessor’s Checklist. 
Workplace Assessment Task 2.3 – Assessor’s Checklist
The Assessor’s Checklist must be completed by the assessor. The form must document the assessor’s assessment of the candidate’s Monitoring Report submission.
This form outlines the criteria that the candidate’s submission must meet.
For a satisfactory performance, the candidate’s submission must meet all criteria listed here, i.e. assessor has ticked YES in all items of the Assessor’s Checklist.
Documentation for the Queries Conducted in Relation to This Task
The candidate must also submit the documentation for all the queries conducted in relation to this task (e.g. email correspondence or meeting minutes). The documentation submitted by the candidate must clearly show that the candidate has asked questions relevant in determining how well the business implemented the policies and procedures developed by the candidate from Task 2.1.




[bookmark: _Toc61449231]Task 3 – Establishing a Business Program to Remain Compliant with Business Changes
[bookmark: _Toc61449232]Task 3.1 – Develop set of measures for remaining compliant with business changes
	[bookmark: _Hlk58552472]Develop a 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.




	Mapping: CPCCBC5019 PC1.3 (p)
Marking guide
Business Program 
The candidate must submit a copy of the Business Program form. 
For a satisfactory performance, the candidate’s submission must address the criteria listed in Workplace Assessment Task 3.1 – Assessor’s Checklist. 
Workplace Assessment Task 3.1 – Assessor’s Checklist
The Assessor’s Checklist must be completed by the assessor. The form must document the assessor’s assessment of the candidate’s submission.
This form outlines the criteria that the candidate’s submission must meet.
For a satisfactory performance, the candidate’s submission must meet all criteria listed here, i.e. assessor has ticked YES in all items of the Assessor’s Checklist.



[bookmark: _Toc61449233]

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.




	Mapping: CPCCBC5019 PC1.3 (p)
Marking guide
Workplace Assessment Task 3.2 – Observation Form
The candidate must perform this workplace task while being directly observed by the assessor. As evidence of the candidate’s successful performance of this workplace task, the assessor must observe the candidate while performing this workplace task and record their observations in the Workplace Assessment Task 3.2 – Observation Form provided along with this workbook. 
This form lists the practical skills that the candidate needs to demonstrate to complete this assessment satisfactorily. 
For a satisfactory performance, the candidate must demonstrate each skill listed in the form, i.e. the Assessor ticked YES in all items of the form.
Documentation of the Communication of Program
The candidates must submit documentation of how they communicated the program developed in Task 3.1.
Their documentation must include meeting minutes.
The assessor may use such documentation as evidence when assessing the candidate performance for this task.




[bookmark: _Toc61449234]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)

	

	Mapping: CPCCBC5019 PC1.3 (p), PE1.0 (p)
Marking guide
Monitoring Report
The candidate must submit a completed Monitoring Report.
For a satisfactory performance, the candidate’s submission must address the criteria listed in Workplace Assessment Task 3.3 – Assessor’s Checklist. 
Workplace Assessment Task 3.3 – Assessor’s Checklist
The Assessor’s Checklist must be completed by the assessor. The form must document the assessor’s assessment of the candidate’s Monitoring Report submission.
This form outlines the criteria that the candidate’s submission must meet.
For a satisfactory performance, the candidate’s submission must meet all criteria listed here, i.e. assessor has ticked YES in all items of the Assessor’s Checklist.
Documentation for the Queries Conducted in Relation to This Task
The candidate must also submit the documentation for all the queries conducted in relation to this task (e.g. email correspondence or meeting minutes). 
The documentation submitted by the candidate must clearly show that the candidate has asked questions relevant in determining how the business implemented the set of measures developed by the candidate from Task 3.1.





[bookmark: _Toc61449235]Task 4 – Establishing a Business Program to Remain Up to Date with Industry Changes
[bookmark: _Toc61449236]Task 4.1 – Developing a set of measures for remaining up to date with industry changes
	Develop a 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.




	Mapping: CPCCBC5019 PC1.3 (p)
Marking guide
Business Program 
The candidate must submit a copy of the Business Program form. 
For a satisfactory performance, the candidate’s submission must address the criteria listed in Workplace Assessment Task 4.1 – Assessor’s Checklist. 
Workplace Assessment Task 4.1 – Assessor’s Checklist
The Assessor’s Checklist must be completed by the assessor. The form must document the assessor’s assessment of the candidate’s submission.
This form outlines the criteria that the candidate’s submission must meet.
For a satisfactory performance, the candidate’s submission must meet all criteria listed here, i.e. assessor has ticked YES in all items of the Assessor’s Checklist.



[bookmark: _Toc61449237]

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.



	Mapping: CPCCBC5019 PC1.3 (p)
Marking guide
Workplace Assessment Task 4.2 – Observation Form
The candidate must perform this workplace task while being directly observed by the assessor. As evidence of the candidate’s successful performance of this workplace task, the assessor must observe the candidate while performing this workplace task and record their observations in the Workplace Assessment Task 4.2 – Observation Form provided along with this workbook. 
This form lists the practical skills that the candidate needs to demonstrate to complete this assessment satisfactorily. 
For a satisfactory performance, the candidate must demonstrate each skill listed in the form, i.e. the Assessor ticked YES in all items of the form.
Documentation of the Communication of Program
The candidates must submit documentation of how they communicated the program developed in Task 4.1.
Their documentation must include meeting minutes.
The assessor may use such documentation as evidence when assessing the candidate performance for this task.





[bookmark: _Toc61449238]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)

	

	Mapping: CPCCBC5019 PC1.3 (p), PE1.0 (p)
Marking guide
Monitoring Report
The candidate must submit a completed Monitoring Report.
For a satisfactory performance, the candidate’s submission must address the criteria listed in Workplace Assessment Task 4.3 – Assessor’s Checklist. 
Workplace Assessment Task 4.3 – Assessor’s Checklist
The Assessor’s Checklist must be completed by the assessor. The form must document the assessor’s assessment of the candidate’s Monitoring Report submission.
This form outlines the criteria that the candidate’s submission must meet.
For a satisfactory performance, the candidate’s submission must meet all criteria listed here, i.e. assessor has ticked YES in all items of the Assessor’s Checklist.
Documentation for the Queries Conducted in Relation to This Task
The candidate must also submit the documentation for all the queries conducted in relation to this task (e.g. email correspondence or meeting minutes). The documentation submitted by the candidate must clearly show that the candidate has asked questions relevant in determining how the business implements the set of measures developed by the candidate from Task 4.1.





[bookmark: _Toc61449239]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.

	




	
Mapping: CPCCBC5019 PC1.4, PE 5.0
Marking guide
Risk Assessment Report
The candidate must submit a completed Risk Assessment Report. The Risk Assessment Report presents all information relevant to the risk assessment conducted by the candidate including information relating to adverse outcomes and consequences.  
For satisfactory performance, the candidate’s submission must meet all of the criteria listed in the Workplace Assessment Task 5 – Assessor’s Checklist.
Workplace Assessment Task 5 – Assessor’s Checklist
The Assessor’s Checklist must be completed by the assessor. The form must document the assessor’s assessment of the candidate’s Risk Assessment Report submission.
This form outlines the criteria that the candidate’s submission must meet.
For satisfactory performance, the candidate’s submission must meet all criteria listed here, i.e. assessor has ticked YES in all items of the Assessor’s Checklist.




[bookmark: _Toc61449240]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 (Construction Schedule) completed by your project manager
· Copy of the Project Budget reviewed
· Copy of the Schedule of Progress Payment reviewed

	

	
Mapping: CPCCBC5019 PC2.1, PE2.0 (p), PE3.0 (p)
Marking guide
Construction Schedule
The candidate must submit the Construction Schedule they prepared. 
The Construction Schedule records how the total project cost is allocated over the life of the project. 
The candidate must use the organisation’s Construction Schedule template, or the Generic Construction Schedule template provided along with this workbook.
As part of this task, the candidate must access and review the Project Budget and as well as the Schedule of Progress Payments of their nominated project as reference to prepare the Schedule of Project Expenses.
For a satisfactory performance, the candidate’s submission must meet all of the criteria listed in the Workplace Assessment Task 6 – Assessor’s Checklist.
Third Party Report Form
The candidate must also submit the Third-Party Report completed by the actual project manager who has reviewed the accuracy of the Construction Schedule submitted by the candidate.
For a satisfactory performance, the TPR submission must show the candidate has addressed all the criteria listed here.




	Workplace Assessment Task 6 – Assessor’s Checklist
The Assessor’s Checklist must be completed by the assessor. The form must document the assessor’s assessment of the candidate’s Construction Schedule submission.
This form outlines the criteria that the candidate’s submission must meet.
For satisfactory performance, the candidate’s submission must meet all criteria listed here, i.e. assessor has ticked YES in all items of the Assessor’s Checklist.
Copy of the Project Budget reviewed
The candidate must submit the Project Budget reviewed in relation to this task.
The project budget outlines the different costs that will be incurred all throughout the life of the project.
Copy of the Schedule of Progress Payment reviewed
The candidate must submit the Schedule of Progress Payment reviewed in relation to this task.
The schedule of progress payment shows how much progress payment should be paid for each period.



[bookmark: _Toc61449241]

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 
· [bookmark: _Hlk59022734][bookmark: _Hlk59012336]Access and review source documents relevant to the cash flow of your nominated project.
· [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.   
· 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
· Third-Party Report Form (Cash Flow Status) completed by your project manager
· Copy of the source documents you have accessed and reviewed relevant to this task, e.g. receipts, invoices.

	

	
Mapping: CPCCBC5019 PC2.2 (p), PE2.0 (p), PE3.0 (p)
Marking guide
Cash Flow Status Report
The candidate must submit a completed Cash Flow Status Report.
The candidate must access and review relevant source documents and record the actual cash flow of their nominated project following the relevant policies and procedures of the organisation. 
The candidate must use the template being used by the organisation when recording the actual cash flows of the project or the Generic Cash Flow Status Report template provided along with this workbook. 
For a satisfactory performance, the candidate’s submission must meet all of the criteria listed in the Workplace Assessment Task 7 – Assessor’s Checklist.
Third-Party Report 
The candidate must also submit the Third-Party Report completed by the actual project manager who has reviewed the accuracy of the Cash Flow Status Report submitted by the candidate.
For a satisfactory performance, the TPR submission must show the candidate has addressed all the criteria listed here.




	Workplace Assessment Task 7 – Assessor’s Checklist
The Assessor’s Checklist must be completed by the assessor. The form must document the assessor’s assessment of the candidate’s Cash Flow Status Report submission.
This form outlines the criteria that the candidate’s submission must meet.
For satisfactory performance, the candidate’s submission must meet all criteria listed here, i.e. assessor has ticked YES in all items of the Assessor’s Checklist.
Source Documents
The candidate must submit copies of the source documents they accessed and reviewed for this task. 
For a satisfactory performance, the candidate must submit the invoices and receipts linked to the cashflow transactions recorded by the candidate in the Cash Flow Status Report. 
The assessor must verify whether there is an accompanying source document for each transaction recorded by the candidate in the Cash Flow Status Report.


[bookmark: _Toc61449242]

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
· Practical skills in keeping financial records (receipts and proof of payment)
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.)

	

	Mapping: CPCCBC5019 PC2.2 (p, PE2.0 (p), PE4.0 (p) 
Marking guide
Workplace Assessment Task 8 – Observation Form
The candidate must perform this workplace task while being directly observed by the assessor. As evidence of the candidate’s successful performance of this workplace task, the assessor must observe the candidate while performing this workplace task and record their observations in the Workplace Assessment Task 8 – Observation Form provided along with this workbook. 
This form lists the practical skills that the candidate needs to demonstrate to complete this assessment satisfactorily. 




	Copies of the payment vouchers filed in relation to contractor and supplier invoices processed
The candidate must submit a copy of all the payment vouchers accessed and reviewed in relation to the payments made by the candidate to suppliers and contractors of the project.
If the organisation does not employ a voucher system, the candidates must submit other evidence that the payment transactions they have processed were authorised, e.g., copies of the authorisation letters they have secured from the relevant personnel, etc.
For a satisfactory performance, the payment vouchers or authorisation letters must include the following information:
· Date of the document
· Invoice number of the invoice linked to the payment voucher or email authorisation letter
· Name of the payee
· Name of the preparer (This must be the name of the candidate)
· Name and signature of the authorising personnel
· Amount to be paid
· Description of the supplies or services provided
The details in the payment voucher or authorisation letters must be consistent with the information of the respective invoices.
The assessor must use these payment vouchers and authorisation letters as reference when completing the Workplace Assessment Task 8 – Observation Form
Copies of receipts secured for payments made to contractor and suppliers
The candidate must submit a copy of all the official receipts secured for the payments made to contractor and suppliers.
For a satisfactory performance, the receipts must include the following information:
· Date of the receipt
· Invoice number of the invoice linked to the payment voucher or email authorisation letter
· Name of the payee
· Name of the payor
· Amount paid
· Description of the supplies or services provided
The assessor must use these receipts as reference when completing the Workplace Assessment Task 8 – Observation Form.




	Copies of payroll records related to the salaries and wages paid to the employees of the project
The candidate must submit a copy of all relevant payroll records related to the salaries and wages by which payments were processed by the candidate.
For a satisfactory performance, the payroll records must show the following information:
· The net amount of salaries and wages that should be paid care of the candidate
· The payment date 
The assessor must use these payroll records as reference when completing the Workplace Assessment Task 8 – Observation Form
Copies of proof of payment for salaries and wages paid to the employees of the project
The candidate must submit a copy of proof that the salaries and wages in care of the candidate were paid accordingly, e.g. summaries generated from respective banks, summaries generated from payroll software, set of payroll slips, etc. 
For a satisfactory performance, the proof of payment must:
· Contain details that match with the details in the payroll records submitted by the candidate 
· Be able to serve as evidence that the correct PAYG withholdings and superannuation contributions are remitted to ATO and to the superannuation providers, respectively.
The assessor must use these payroll records as reference when completing the Workplace Assessment Task 8 – Observation Form




[bookmark: _Toc61449243]Task 9 – Manage Progress Payments
[bookmark: _Toc61449244]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.




	
Mapping: CPCCBC5019 PC2.3 (p), PE2.0 (p)
Marking guide
Payment Claims
The candidate must submit copies of all the payment claims they have prepared and sent out for this assessment. 
For satisfactory performance, the candidate’s submission must meet all of the criteria listed in the Workplace Assessment Task 9.1 – Assessor’s Checklist.
Workplace Assessment Task 9.1 – Assessor’s Checklist
The Assessor’s Checklist must be completed by the assessor. The form must document the assessor’s assessment of the candidate’s Payment Claims submission.
This form outlines the criteria that the candidate’s submission must meet.
For satisfactory performance, the candidate’s submission must meet all criteria listed here, i.e., assessor has ticked YES in all items of the Assessor’s Checklist. 
Copies of the payment claims you have prepared and sent out.
The candidate must submit copies of all the payment claims they have prepared and sent out for this task.
The assessor must use these documents as reference when completing the Workplace Assessment Task 9.1 – Assessor’s Checklist.
Documentation that you have sent out the payment claims
The candidate must submit documentation that they have sent out all the payment claims they have prepared over the course of this assessment in accordance with the organisation’s policies and procedures.
Their documentation must be able to prove that the candidate followed the policies and procedures of the organisation for sending out payment claims. Their documentation may include but is not limited to, email correspondence, formal notices, acknowledgment receipts, etc.
The assessor must use these documents as reference when completing the Workplace Assessment Task 9.1 – Assessor’s Checklist.




[bookmark: _Toc61449245]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.  




	
Mapping: CPCCBC5019 PC2.3 (p), PE2.0 (p)
Marking guide
Progress Payments Tracker
The candidate must submit the Progress Payments Tracker they have completed for this assessment.
For satisfactory performance, the candidate’s submission must meet all of the criteria listed in the Workplace Assessment Task 9.2 – Assessor’s Checklist.
Workplace Assessment Task 9.2 – Assessor’s Checklist
The Assessor’s Checklist must be completed by the assessor. The form must document the assessor’s assessment of the candidate’s Progress Payments Tracker submission.
This form outlines the criteria that the candidate’s submission must meet.
For satisfactory performance, the candidate’s submission must meet all criteria listed here, i.e. assessor has ticked YES in all items of the Assessor’s Checklist.  
Copies of the source documents reviewed in relation to this task
The candidates must submit copies of the source documents they have reviewed in relation to this task.
Their submission may include, but is not limited to, cost summaries, payment claims, schedules, invoices, receipts, bank summaries, contracts, etc.
The assessor must use these documents as reference when completing the Workplace Assessment Task 9.2 – Assessor’s Checklist.





[bookmark: _Toc61449246]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.  




	Mapping: CPCCBC5019 PC2.3 (p), PE3.0 (p)
Marking guide
Workplace Assessment Task 10 – Observation Form
The candidate must perform this workplace task while being directly observed by the assessor. As evidence of the candidate’s successful performance of this workplace task, the assessor must observe the candidate while performing this workplace task and record their observations in the Workplace Assessment Task 10 – Observation Form provided along with this workbook. 
This form lists the practical skills that the candidate needs to demonstrate to complete this assessment satisfactorily. 
For a satisfactory performance, the candidate must demonstrate each skill listed in the form, i.e. the Assessor ticked YES in all items of the form. 
Copy of the policies and procedures the candidate has observed relevant to this task
The candidates must copy of the policies and procedures they have observed relevant to this task.
The assessor must use these policies and procedures as reference when completing the Workplace Assessment Task 10 – Observation Form.
Documentation on how the candidate managed two client outstanding debts of the business
The candidates must submit documentation on how they have managed two client outstanding debts of the business.
Their documentation must provide evidence of how they were able to follow the organisation’s policies and procedures for managing outstanding client’s debts. Their documentation may include but is not limited to email correspondence, copies of documents they have reviewed or processed, acknowledgement receipts, etc.  
The assessor must use these documents as reference when completing the Workplace Assessment Task 10 – Observation Form.




[bookmark: _Toc61449247]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 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 




	
Mapping: CPCCBC5019 PC2.4
Marking guide
Financial Health Monitoring Report
The candidate must submit a Financial Health Monitoring Report.
This report contains information on the financial ratio calculations and analysis conducted by the candidate in relation to this task.
For satisfactory performance, the candidate’s submission must meet all of the criteria listed in the Workplace Assessment Task 11 – Assessor’s Checklist.
Workplace Assessment Task 11 – Assessor’s Checklist
The Assessor’s Checklist must be completed by the assessor. The form must document the assessor’s assessment of the candidate’s Financial Health Monitoring Report submission.
This form outlines the criteria that the candidate’s submission must meet.
For satisfactory performance, the candidate’s submission must meet all criteria listed here, i.e. assessor has ticked YES in all items of the Assessor’s Checklist.
Copies of the financial reports the candidate has reviewed in relation to this task
The candidates must submit copies of the financial reports they have reviewed in relation to this task.
The assessor must use these financial reports as reference when completing the Workplace Assessment Task 11 – Assessor’s Checklist.




[bookmark: _Toc61449248]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.




	
Mapping: CPCCBC5019 PC2.5
Marking guide
Recommendation Report
The candidate must introduce options on how the business can improve its financial position by preparing a recommendation report. 
To complete the task, the candidate must use the organisation’s Recommendation Report template, or the Generic Recommendation Report template provided along with this workbook.
For satisfactory performance, the candidate’s submission must meet all of the criteria listed in the Workplace Assessment Task 12 – Assessor’s Checklist.
Workplace Assessment Task 12 – Assessor’s Checklist
The Assessor’s Checklist must be completed by the assessor. The form must document the assessor’s assessment of the candidate’s Recommendation Report submission.
This form outlines the criteria that the candidate’s submission must meet.
For satisfactory performance, the candidate’s submission must meet all criteria listed here, i.e. assessor has ticked YES in all items of the Assessor’s Checklist.





[bookmark: _Toc61449249]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.




	Mapping: CPCCBC5019 PC2.2 (p), PC2.6 
Marking guide
Workplace Assessment Task 13 – Observation Form
The candidate must perform this workplace task while being directly observed by the assessor. As evidence of the candidate’s successful performance of this workplace task, the assessor must observe the candidate while performing this workplace task and record their observations in the Workplace Assessment Task 13 – Observation Form provided along with this workbook. 
This form lists the practical skills that the candidate needs to demonstrate to complete this assessment satisfactorily. 
For a satisfactory performance, the candidate must demonstrate each skill listed in the form, i.e. the Assessor ticked YES in all items of the form.


[bookmark: _Toc61449250]

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 the following:
· Lodging tax returns
· 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

	

	Mapping: CPCCBC5019PC3.1(p), PE4.0 (p)
Marking guide
Workplace Assessment Task 14 – Observation Form
The candidate must perform this workplace task while being directly observed by the assessor. As evidence of the candidate’s successful performance of this workplace task, the assessor must observe the candidate while performing this workplace task and record their observations in the Workplace Assessment Task 14 – Observation Form provided along with this workbook. 
This form lists the practical skills that the candidate needs to demonstrate to complete this assessment satisfactorily. 
For a satisfactory performance, the candidate must demonstrate each skill listed in the form, i.e. the Assessor ticked YES in all items of the form.
Copy of the business activity statement they have lodged
The candidates must submit a copy of the business activity statement (BAS) they have lodged in relation to this task.
The assessor must use such submission as reference when completing the Workplace Assessment Task 14 – Observation Form.




	Copy of the TPAR that they have lodged
The candidates must submit a copy of the TPAR they have lodged.
The assessor must use such submission as reference when completing the Workplace Assessment Task 14 – Observation Form.
Documentation of the consultations made with the tax professional
The candidates must submit documentation of the consultations made with the tax professional.
Their documentation may include but is not limited to email correspondence, meeting minutes, etc.
The assessor must use such documentation as reference when completing the Workplace Assessment Task 14 – Observation Form.
Documentation that the lodgements were successful 
The candidates must submit documentation that the business activity statement (BAS) and the TPAR were successfully lodged. 
The assessor must use such documentation as reference when completing the Workplace Assessment Task 14 – Observation Form.
Copies of all relevant proof of payment
The candidates must submit copies of all relevant proof of payment. 
The assessor must use such documentation as reference when completing the Workplace Assessment Task 14 – Observation Form.




[bookmark: _Toc61449251]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




	
Mapping: CPCCBC5019 PC3.2. PE1.0 (p)
Marking guide
Insurance Update Report
The candidate must review and adjust the insurance covers of your organisation.
The candidate must use the Insurance Update Report template provided along with this workbook when documenting the results of this task.
For satisfactory performance, the candidate’s submission must meet all of the criteria listed in the Workplace Assessment Task 15 – Assessor’s Checklist.
Workplace Assessment Task 15 – Assessor’s Checklist
The Assessor’s Checklist must be completed by the assessor. The form must document the assessor’s assessment of the candidate’s Insurance Update Report submission.
This form outlines the criteria that the candidate’s submission must meet.
For satisfactory performance, the candidate’s submission must meet all criteria listed here, i.e. assessor has ticked YES in all items of the Assessor’s Checklist.
Copies of the source documents you have reviewed in order to determine the current operational requirements 
The candidates must submit copies of the source documents they have reviewed to determine the current operational requirements of the organisation. 
Their submission may include contracts, internal reports, etc.
The assessor must use such documentation as reference when completing the Workplace Assessment Task 15 – Assessor’s Checklist.
Copies of the insurance policies reviewed in relation to this task
The candidates must submit copies of the insurance policies reviewed in relation to this task
The assessor must use such documentation as reference when completing the Workplace Assessment Task 15 – Assessor’s Checklist.
Copies of the legislation and regulations reviewed in relation to this task
The candidates must submit copies of the legislation and regulations reviewed in relation to this task.
The assessor must use such documentation as reference when completing the Workplace Assessment Task 15 – Assessor’s Checklist.
Documentation of enquiry made with the insurance agent
The candidates must submit documentation of enquiries made with the insurance agent. 
The assessor must use such documentation as reference when completing the Workplace Assessment Task 15 – Assessor’s Checklist.




[bookmark: _Toc61449252]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.)




	Mapping: CPCCBC5019 PC3.4, PE2.0 (p)
Marking guide
Loan Amortisation Schedule
The candidate must monitor the loan and interest payments of the business by preparing a loan amortisation schedule.
The candidate must use their organisation’s template for loan amortisation schedule, or they may use the Generic Loan Amortisation Schedule template provided along with this workbook.
For satisfactory performance, the candidate’s submission must meet all of the criteria listed in the Workplace Assessment Task 16 – Assessor’s Checklist.
Workplace Assessment Task 16 – Assessor’s Checklist
The Assessor’s Checklist must be completed by the assessor. The form must document the assessor’s assessment of the candidate’s Loan Amortisation Schedule submission.
This form outlines the criteria that the candidate’s submission must meet.
For satisfactory performance, the candidate’s submission must meet all criteria listed here, i.e. assessor has ticked YES in all items of the Assessor’s Checklist.
Copies of the source documents you have reviewed in relation to this task
The candidates must submit copies of the source documents they have reviewed in relation to this task.
Their submission may include loan agreements, payment schedules, bank summaries, etc.
The assessor must use such documentation as reference when completing the Workplace Assessment Task 16 – Assessor’s Checklist.




[bookmark: _Toc61449253]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




	Mapping: CPCCBC5019 PC3.5, PE3.0 (p)
Marking guide
Variance Analysis Report
The candidate must review the actual project costs against the project budget of their nominated project.
The candidate must document the results of this task using the Generic Variance Analysis Report provided along with this workbook.
For satisfactory performance, the candidate’s submission must meet all of the criteria listed in the Workplace Assessment Task 17 – Assessor’s Checklist.
Workplace Assessment Task 17 – Assessor’s Checklist
The Assessor’s Checklist must be completed by the assessor. The form must document the assessor’s assessment of the candidate’s Variance Analysis Report submission.
This form outlines the criteria that the candidate’s submission must meet.
For satisfactory performance, the candidate’s submission must meet all criteria listed here, i.e. assessor has ticked YES in all items of the Assessor’s Checklist.
Copy of the project budget of their nominated project
The candidates must submit a copy of the project budget of their nominated project
The assessor must use such submission as reference when completing the Workplace Assessment Task 17 – Assessor’s Checklist.
Copy of the cost report of their nominated project 
The candidates must submit a copy of the cost report of their nominated project.
The assessor must use such submission as reference when completing the Workplace Assessment Task 17 – Assessor’s Checklist.


 

[bookmark: _Toc61449254]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.




[bookmark: _Toc61449255]Record of Assessment (Assessor’s Use Only)
To the Assessor: Complete this Record of Assessment to document the assessment outcomes of the candidate. To complete the form:
· Provide all the required details in the Assessment Details Section
· For each unit of competency, 
· Tick S (Satisfactory), if the candidate has completed the assessment item according to the marking guide and prescribed benchmark answers.
· Tick NYS (Not Yet Satisfactory) if the candidate has not completed the assessment item according to the marking guide and prescribed benchmark answers.
· Review and confirm that all evidence submissions from the candidate meet the Rules of Evidence. Tick S if satisfactory; otherwise, tick NYS if not yet satisfactory.
· Check all signatures provided by the candidate in their evidence submissions. Confirm if these match the signature the candidate provided to the Training Provider.
· Record all third-party personnel you contacted and provide the other required information.
· In the ‘Overall Result for this Workbook’ section of the form, tick S  if the candidate has met all requirements in this form and all assessment items have been completed to a satisfactory level, otherwise, tick NYS.
· Provide other comments and feedback on the candidate’s performance, as necessary.
· Complete the Assessor’s Declaration by filling in your details, date signed, and affixing your signature.



	RECORD OF ASSESSMENT

	Candidate’s Name
	     

	RTO Name
	     

	RTO Contact Number
	     

	RTO Email Address
	     

	Assessor’s Name
	     

	Unit of Competency
	CPCCBC5019 - Manage building and construction business finances (Release 1)



	Knowledge Assessment
	S
	NYS

	Question 1
	
	

	Question 2
	
	

	Question 3
	
	

	Question 4
	
	

	Question 5
	
	

	Question 6
	
	

	Question 7
	
	

	Question 8
	
	

	Question 9
	
	

	Question 10
	
	

	Question 11
	
	

	Question 12
	
	

	Question 13
	
	

	Question 14
	
	

	Question 15
	
	

	Question 16
	
	

	Question 17
	
	

	Knowledge Assessment
	S
	NYS

	Question 18
	
	

	Question 19
	
	

	Question 20
	
	

	Question 21
	
	

	Question 22
	
	

	Question 23
	
	

	Question 24
	
	

	Question 25
	
	

	Question 26
	
	

	Question 27
	
	

	Question 28
	
	

	Question 29
	
	

	Question 30
	
	

	Question 31
	
	

	Question 32
	
	

	Question 33
	
	

	Question 34
	
	

	Question 35
	
	

	Question 36
	
	

	Question 37
	
	

	Question 38
	
	

	Question 39
	
	

	Question 40
	
	

	Question 41
	
	

	Question 42
	
	




	Knowledge Assessment
	S
	NYS

	Question 43
	
	

	Question 44
	
	

	Practical Assessment

	Practical Assignment
	S
	NYS

	Task 1
	
	

	Task 2
	
	

	Task 3
	
	

	Task 4
	
	

	Task 5
	
	

	Task 6
	
	

	Task 7
	
	

	
Workplace Assessment
	S
	NYS

	Task 1.1
	
	

	Task 1.2
	
	

	Task 1.3
	
	

	Task 2.1
	
	

	Task 2.2
	
	

	Task 2.3
	
	

	Task 3.1
	
	

	Task 3.2
	
	

	Task 3.3
	
	

	Task 4.1
	
	

	Task 4.2
	
	

	Task 4.3
	
	

	Task 5
	
	

	Task 6
	
	




	
Workplace Assessment
	S
	NYS

	Task 7
	
	

	Task 8
	
	

	Task 9.1
	
	

	Task 9.2
	
	

	Task 10
	
	

	Task 11
	
	

	Task 12
	
	

	Task 13
	
	

	Task 14
	
	

	Task 15
	
	

	Task 16
	
	

	Task 17
	
	



	Rules of Evidence
	S
	NYS

	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)

End of Document
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