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	nigel@electricalsensations.com.au
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These case studies are hypothetical situations which will not require you to have access to a workplace, although your past and present workplace experiences may help with the responses you provide. You will be expected to encounter similar situations to these in future as you work in a project team environment.

In the real world you are likely to encounter the situation where you enter a project, taking over from another project manager. The documentation that is handed over to you is not necessarily up to scratch, and there could be serious issues with the project. This assessment captures that real life scenario.

The case studies are the first part of dealing with “multiple complex projects” required in all the units of this subject. The other assessment covering this requirement is the practical assessment. When you have completed the case studies you will be able to commence the practical assessment which covers the generic skills needed to function as an effective project team member. This assessment on the other hand covers the application of the underpinning knowledge and background theory.
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	You have been appointed as a project management consultant advisor to the project team at Awesome Landscapes Pty Ltd. Specifically you are required to provide independent advice on seeing their current project through the entire life cycle.
You have already provided advice to them in the previous four workbooks.
The project manager has advised the project is now complete, and is about to archive all the project documentation.
Your task is to evaluate the supplied project documentation and to ensure all due diligence has been completed.
You will need to compare the project plan with the previous version to ensure it is ready for closure.
Project Charter version 4 (.pdf)
Project Plan version 4 (.pdf)
Project Gantt Chart version 4 (.mpp)
Project Gantt Chart version 4 (.pdf) 
Project Network Diagram version 4 (.pdf)
(username: cstclearner password: CstcPty@123)

Note: These documents were generated in year 2016. For the purpose of this assessment, refer to ‘2016’ as the current year and ‘2017’ as the succeeding year.




	1. Sam has asked to you check the Project Plan for anything that is missing. He has been very busy but appears to have done all the necessary finalisation of the plan ready for sign off. 

He has mentioned the final report or lessons learnt documentation has not been included, and the project archiving checklist have not been completed either. You will be assigned to complete these later. 

Examine the Project Charter (version 4) and Project Plan (version 4) and identify four (4) things that are missing.

Guidance:
a. Assume the Project Gantt Chart and the financial figures in the summary/detailed costing tables are up to date as these have already been audited. Also remember this final project plan is in draft, and will not be signed off until the final acceptance meeting in a few days’ time.
b. Take note of the following:
i. Version control.
ii. The updates from the project in the other workbooks you have completed in previous workbooks.
iii. Check the project archiving checklist for everything that should be included

	

	a. The project charter has not beed updated to reflect ther changes in change request 2 and 3  of the new excavation subcontractor isn't listed on the Charter - it still says "NEW CONTRACTOR TO BE PROCURED".  JP Digging is crossed out in the Stakeholders section, but the new contractor is not listed.
b. the project risk review that was performed as part of change request 3 has not been included and up dated in the project paln 
c. the project cash flow  in the project plan has not been updated to reflect the change  request 3 
d. The Project Archives check list has not been updated or even filled out, this is blank  





	2. Sam is in the process of developing a set of Lessons Learnt Documentation for the project. 

a. Access and review the four (4) previous workbooks you have completed and derive three (3) different lessons learnt throughout the project. 
b. Document each lessons learnt using the Lessons Learnt Documentation Template provided. Use one template for each lessons learnt.



	Lessons Learnt Documentation Template 1

	Project Name
	Cascade Peak Chalets Landscaping Project

	Prepared by
	Nigel Phillips 

	Date
	05 may 2017

	Project Manager
	Sam NG

	Lessons Learnt Number
	1

	Lesson Learned Proposed Name:  
	Loss of staff mid project 

	Project Team Role:
	administrative 

	

	Process Group*

	

	|_|
	Initiating
	|_|
	Planning
	|_|
	Executing
	|_|
	Controlling
	|_|
	Closing

	

	Specific project management process being used:

	PMBOK

	

	Specific practice, tool or technique being used:

	PMBOK

	

	What action was undertaken?
	2 landscapers left the project mid way   

	What was the result?
	 Awesome landscapes was left with not enough labour to complete the project when the project restarted  a selection of candidates was short listed and interviewed , with the selection of 2 new team members

	What might have been a more preferred result?
	No team members  leaving duing the project    

	What might have created the more preferred result?
	If awesome landscapes had communicated better with all the team when there was uncertainty   about the project
 If Awesome Landscapes  had other project running at the time, they could have been transferred team members  temporarily   till the project resumed.

	

	What is the specific lesson learnt?

	 Employees need to be informed what is happing in the project , when employees are concerned with furture of their employment they   can be inclined to seek more secure employment with another organisation.  

	

	How could one identify a similar situation in the future?

	 By having  regular meetings  with employees  ( even when they are are in standby ) to inform them on how things are going.

	

	What behaviour is recommended for the future?

	Regular team meetings and get togethers would be suggested to keep all communication lines open and inform the team what is going on , theses team meetings /get together can be mixture of formal and informal get together  while the project is on hold or in uncertain times they still need to happen regular intervals.

	

	Where and how can this knowledge be used later in this current project?

	communication with all project members  including  employees & sub-contractors at regular intervals is a must .the communication must be open and honest 

	

	Who should be informed about this Lesson Learnt:

	|_|
	Executive(s)
	|_|
	Project Manager(s)
	|_|
	Project team (s)
	|_|
	All staff

	|_|
	Others
	     

	

	How should this Lesson Learnt be disseminated?

	|_|
	E-mail 
	|_|
	Intranet/Web site
	|_|
	Tip Sheet/FAQ
	|_|
	Library

	|_|
	Others
	     

	



	Lessons Learnt Documentation Template 2

	Project Name
	Cascade Peak Chalets Landscaping Project

	Prepared by
	Nigel Phillips

	Date
	05 may 2017

	Project Manager
	Sam NG

	Lessons Learnt Number
	2

	Lesson Learned Proposed Name:  
	delay in project  

	Project Team Role:
	Administrative 

	

	Process Group*

	

	|_|
	Initiating
	|_|
	Planning
	|_|
	Executing
	|_|
	Controlling
	|_|
	Closing

	

	Specific project management process being used:

	PMBOK

	

	Specific practice, tool or technique being used:

	PMBOK

	

	What action was undertaken?
	[bookmark: _Hlk82094957]project was put on hold when the sponsor went into liquidation  

	What was the result?
	[bookmark: _Hlk82094968]the project time  was extended which aso resulted in team memebrs leaving and addional costs.  

	What might have been a more preferred result?
	the sponsor did not go into liquidation 

	What might have created the more preferred result?
	the project was on time and the same sponsor was there for the entirety of the project	

	

	What is the specific lesson learnt?

	     

	

	How could one identify a similar situation in the future?

	     

	

	What behaviour is recommended for the future?

	     

	

	Where and how can this knowledge be used later in this current project?

	     

	

	Who should be informed about this Lesson Learnt:

	|_|
	Executive(s)
	|_|
	Project Manager(s)
	|_|
	Project team (s)
	|_|
	All staff

	|_|
	Others
	     

	

	How should this Lesson Learnt be disseminated?

	|_|
	E-mail 
	|_|
	Intranet/Web site
	|_|
	Tip Sheet/FAQ
	|_|
	Library

	|_|
	Others
	     

	



	Lessons Learnt Documentation Template 3

	Project Name
	Cascade Peak Chalets Landscaping Project

	Prepared by
	Nigel Phillips

	Date
	05 may 2017

	Project Manager
	Sam NG

	Lessons Learnt Number
	3

	Lesson Learned Proposed Name:  
	ensure all staff has skill set neeeded 

	Project Team Role:
	Administrative 

	

	Process Group*

	|_|
	Initiating
	|_|
	Planning
	|_|
	Executing
	|_|
	Controlling
	|_|
	Closing

	

	Specific project management process being used:

	PMBOK

	

	Specific practice, tool or technique being used:

	PMBOK

	

	What action was undertaken?
	It was identified that the site supervisor did not have the required IT skills to report and do his job affectively

	What was the result?
	as a result of reporting was not done as affectilty as was required 

	What might have been a more preferred result?
	the team member having the required skils to for his role 

	What might have created the more preferred result?
	  A skills assessment of the team members abilities should have been done when appointing them to their position  for this project and provide training to fill any gaps early in the project  

	

	What is the specific lesson learnt?

	do not assume that everyone has the skills needed to perform their jobs succesfully 

	

	How could one identify a similar situation in the future?

	by doing a skils assessment of team members at the start of the project 

	

	What behaviour is recommended for the future?

	all team members to complete a skills assessment at the start of the job , do not assume all team members have the skills , Project manager to keep a regular eye on all team members  to identify any skill shortages early .   

	

	Where and how can this knowledge be used later in this current project?

	[bookmark: _Hlk82094642]by identifing a deficit in someones skills could avoid problems during  the project  

	

	Who should be informed about this Lesson Learnt:

	|_|
	Executive(s)
	|_|
	Project Manager(s)
	|_|
	Project team (s)
	|_|
	All staff

	|_|
	Others
	     

	

	How should this Lesson Learnt be disseminated?

	|_|
	E-mail 
	|_|
	Intranet/Web site
	|_|
	Tip Sheet/FAQ
	|_|
	Library

	|_|
	Others
	     

	



	3. Sam has asked you to write the final report for the project. Complete the final report using the template below, assuming the things missing from the project plan in the question above have been included.

Guidance:
a. Access and carefully review the project documentation you were provided with along with the case study scenario and populate all the fields with the required information. 
b. Provide a date that is later than the last date in the Project Gantt Chart version 4.
c. Assume that this report will be submitted to Terrence Mackay, Stephen Lyons, Kate Chan, and Kim Nguyen.
d. Provide a brief summary of the project in terms of the four project constraints (Scope, Cost, Time, and Quality).
e. Provide a detailed summary of the project covering the functions of project management listed below. Further guidance is provided for you within the template.





	Project Name:
	Cascade Peak Chalets Landscaping Project

	Prepared by:
	Nigel Phillips 

	Date:
	01/05/2017

	

	Project Summary

	Scope (What was included and excluded)

	Inclusions:
Stage 1 – Pre-building 

   • Removal of vegetation in areas being cleared and replanting/maintaining the plants for replanting in stage 3.
 Including:all equipment and tools ,covered area , irrigationand disposal of weeds as well as maintaiing /replateing plants for stage 3. 
   • Access roads through the existing forest for builders to access each building site.
including : all equipment and vehicles, removel and storage of soil, supply and laying of gravel for temporary roads , building of car park.
   • Retaining walls to provide stability around the buildings.
Including : supply and delivery of bouders and other materials for walls , construction of walls and compaction of siol behind walls. 

Stage 2 – Building Support

   • Monitoring the building site for erosion, subsidence or other environmental issues.
 including : managing any erosion or subsidence , maintaining the roads 
and monitoring trees and  vegetation not removed. 
   • Excavation for incoming utilities (electric cable, water supply, etc.).
 including 
Digging channels, Filling in and compacting channels and ensuring surface infrastructure for utilities remain clear and uncovered.
   • Excavation of sewerage and septic system.including holes for septic tanks, * Excavation for sewerage pipes,backfilling  and compacting channels and holes once sewerage and septic system has been installed and ensuring surface infrastructure for sewerage and septic systems remain clear and uncovered.
  • Maintaining the plants removed in stage 1.
 including : all chemicals and equipment needed to maintain the plants,maintenance of the green houses & plants,removing weeds and pests 
  • Repair of slip damage. 

Stage 3 – Planting and Landscaping
  • Diversion of stream and creation of water channels through resort in between the chalets. including : construction of stream channels, supply and delivery of granite boulders,excavation of channels diverting water from main stream.
• Conversion of most access roads into landscaped walking paths. 
• Erection of signage around resort.
• Detailed landscaping around chalets and paths.
• Planting of native plants removed in stage 1 plus additional native plants back into landscaped areas to blend in with forest


	Exclusions
Stage 1 – Pre-building 
-Sourcing and maintenance of any additional native plants to be planted at the end of the project. 
-Removal of trees & Planting of new trees
-Sealing of roads or car park.
-Maintenance of main road up the mountain to the resort property
-Construction of any foot paths, bridges, culverts and any electrical services 
-Construction of foundations for retaining walls 
-Planting around retaining walls 

Stage 2 – Building Support 
- Monitoring & maintaining  the main road , partially and fully constructed buildings
-Creation of addional retaining walls
-Onsite security 
-Any  building, decorating or furnishing of the chalets.
-Installation and testing of utilities.
-Installation of service points at either road or chalet end
-Provision or delivery of utility raw materials or installation equipment.
-Weather damage to the excavation of incoming utilities .
-Installation & delivery of pipes and tanks for septic ans sewage systems .
-Construction of septic system buildings or other infrastructure. 
-Provision or delivery of pipes and tanks.
-Purchase and maintenance of additional native plants to replace any that had perished.
-Removal of additional plants or weeds from the building sites.

Stage 3 – Planting and Landscaping
-Construction of any roads within the resort.
-Construction of any hand rails
-Sign design or sign writing around resort.
-Any pot plants to go around or inside chalets.
-Development of any ongoing maintenance plan. 
-Purchase, delivery of planting of any exotic species
-Development of any plant maintenance plan. 


	

	Cost (Budget vs. actual)

	The oringinal budget  of  $444253 was revised twice  with change request 2 it became  $ 465753  with final estimated budget of $514892 after change request 3  
The budget cost in the table 4.1 of V4 of the Project Plan (Page 24) 

The actual cost was $462,153 (Appendix 8) + cost to repair damage due to abandonment ($34,000) + costs for hiring & training new staff + cost for seeking a new contractor + additional plants ($25,139).  
$521,292 + costs for hiring & training new staff + cost for seeking a new contractor.

	

	Time (Estimate vs. Actual)

	Original time frame was 9 months, then revised to 12 months after the change in sponsor.  
Actual completion time. 
Commencement date was 27 July 2016 , completion date 12 April 2017 = approx 8.5 months. 

	

	Project Report Submitted to:

	Name: Terrence Mackay
	Title: General Manager, Cascade Peak Hotel)
	Date: 01/05/2017

	Name: Stephen Lyons 
	Title: Planning Manager, Cascade Peaks Shire Council)
	Date: 01/05/2017

	Name: Kate chan 
	Title: Project Manager - Timber Home Construction Ltd
	Date: 01/05/2017

	Name: Kim Nguyen
	Title: Director, Awesome Landscapes Pty Ltd)
	Date: 01/05/2017

	

	Analysis of Project
Guidance:
a. Process Review - Describe all of the processes used during the planning, implementation and closure stages.
b. Lessons Learnt - Describe what went right and or what went wrong and how effective were the management and the processes you used. If necessary, state how you overcame any problems.
c. Recommendations – Make recommendations as a result of the lessons learned.

	

	Scope

	Process Review
Planning - the original scope and changes to the scope determined the work flow for the project.
 Implementation - the scope was monitored adequately through the project.
 Closure - the requirements of the new scope including the change requests matched what was deliverd in the project.

	Lessons Learnt
What went right?
 The responses and changes needed from the scope change, were implemented quickly to minimise delays to completion & subsequent phases of the project.
 What went wrong? 
There were changes to the scope that MAY possibly have been able to have been predicted or foreseen.
 How effective were management & processes used? 
 the changes to the scope where implemented  quickly by management

	Recommendations
As the contract was a fixed price even with scope changes , it would be suggested that future contacts signed allowed for variations to the scope be charged to the sponsor.  

	

	Time

	Process Review
Planning - the use and creation of the Gantt Chart ensured the project met the required time frames. 
Implementation - Using Gantt Chart and updating the chart  ensured the project keep to the  required time frames

	Lessons Learnt
What went right? 
The project was completed well within the time frame required  (8.1 of V4 of the Project Plan) 
What went wrong?
 Delays caused by the change of sponsor had caused staffing and subcontractor issues. 
 How effective were management & processes used?
 Given the challenges that Management  faced with changes in sponsor , delays in the project they where able to keep the project on track  and completed withinthe required time frame .
How were problems overcome?
 by quickly hiring new team members to fill the prositions left vacant when the project was delayed meant that the project was keep on time new landscapers and sourcing a new digging contractor also meant  that the project was able to remain  on time .

	Recommendations
 No recommendations for improvement as the project keep to the requied schedule .

	

	Cost

	Process Review
[bookmark: _Hlk87683023]Planning - cash flow forecasts and budgets were used , this ensuring costs  easily managed and forecasted.
Implementation -  cash flow and budgets were used  and reqularly revieved , this  ensured the project costs whre keep under control.
Closure -  by completeing a final actual cost and compairing that to the budget will determine if the budget will determinae if the project has come in under or over the the projected costs and profit.

	Lessons Learnt
What went right?
while the project had major changes with delays and changes to the sponsor. The new sponsor was willing to accect the change requests and contribute extra funds to the project , this ment that  project had more funds than estimated. 
What went wrong?
Due to the change in sponsor The actual cost was higher than the estimated costs. 
How effective were management & processes used?
 Management must have very skillfully negotiated with the new sponsor for sufficient  the soucing and negotiating of additional funds  from the the new sponsor  by management ment that project could be remain within budget .

	Recommendations
No recommendations for improvement

	

	Quality

	Process Review
Planning - Quality has been very well planned for with the preparation of: The Quality Management Plan (as contained in the Project Plan), QA & QC detailed in the Project Plan, Quality Analysis Tool (which specifies what is required and expected at each task), Quality Plan and Quality audits. Implementation - a) Monthly project integration audits (QA); b) Councils monthly audits of construction and at various other stages (as shown in Section 5.6 of the Project Plan) and c) PMs internal audits were used to assess the quality throughout the project Closure - the deliverables were assessed at each step along the way of the project meaning that the final product delivered had quality inherently built into them and were of the required standards

	Lessons Learnt
What went right?
 By having well documented plans and audits there where no significate delays  quality issues raised. 
 What went wrong? 
The delay in the project had  caused damage to the site that had to be repaired. This was not due to bad management or documnentaion  but due to the site bing closed due to change in sponsor. 
How effective were management & processes used?
The quality processes used and implemented by management were effective in delivering the end product to the sponsor with the required level of quality. 

	Recommendations
 No quality defects were left unrectified 

	

	Human Resources

	Process Review
Planning - the development of the HR Management plan & staffing management plan ensured that all HR matters were considered prior to the project starting . 
Implementation -Using and updateing the Gant Chartt meant that all staff were allocated  tasks at the appropriate time to ensure the tasks were completed. 
The loss of 2 team members  mid-project meant that more staff had to be obtained and inducted into the project.
Closure - The management of HR was acceptabel at the finalization of the project.

	Lessons Learnt
What went right? 
Most  staff remained with company and project when the project was delayed  with the exception of 2 landcapers , which where quickly sourced when the project restarted.  
What went wrong?  site supervisor was missing basic computer skils that whre not identifed till mid-project .
The loss 2 landscapers mid-project (due to project delay).
 How effective were management & processes used? 
Management  quickly souced new landscapers to replace the team members that left mid- project  
How were problems resolved? 
The site supervisor was was given basic computer/Email training.
2 new landscaper whre succesfully interviewed and employed in a timely maner. 

	Recommendations
all team memebers to do a skills assesment proir to starting on the project ,skills should not  be assumed .
keep all staff informed with open communiaction  on the progres /delays in th project even if not on site , this could be reqular get togethers , emails & phone calsl.

	

	Communications

	Process Review
Planning - 
The development of a Communications Management Plan and Communications Requirements Analysis was adequate for   addressing all the necessary aspects of communication, prior to commencement.
Implementation -
The communication throughout the project followed the formats identified and docmented in the Project Plan.
Closure - 
the necessary closure documents will be prepared and communicated to the necessary parties in the manner described in the Communications Management Plan, Requirements Analysis & Communications Plan.

	Lessons Learnt
Lessons Learnt What went right?
All communictaion between all persons(sponsors , project managers , management etc.) involved in the project was documenetd and easy to implement and record 
What went wrong?
The oringinal sposor (Massive) had failed to communicate their potential to enter liquidation or financial situation prior to and during  the project .
How effective were management & processes used?
 Management communcated  with Cascade Peak Hotel and was able to secure  a reasonable sum to get the project back on track after the closure and delay. 

	Recommendations
More open communication with staff when changes to the project occur , this involves  off site meetings /get togethers especaily if the project is closed.

	

	Procurement

	Process Review
Planning -
The development of a Procurement Management Plan including details of Procument planning, contract admin and contract close-out, as well as the Procurement Management Planning Checklist ensured that procurement decisions and processes were adequately documented prior to commencement of the project.
Implementation -
The procurement management plan guided the process and procedures for seeking and assessing a contractor to replace JP Digging. 
Closure - 
Procurement policies spell out the close-out requirements for contractors.

	Lessons Learnt
What went right?
A suitable replacement digging contractor was found, to replace JP Digging.
What went wrong?
The conflict between the  existing digging contractor  & Cascade Peak meant that a new digging contractor had to be sought. 
How effective were management & processes used? 
Management where quick in finding a suitable digging contractor, their procurement plan was implemented  and a sucesfull digging contractor  sourced.
How were problems overcome? 
Using the plans and checklist in the Project Plan, they were able to secure a replacement digging contractor quickly .

	Recommendations
Implement a list/register  of potentail sub contractors / suppliers that could be used. 

	

	Risk

	Process Review
 Planning -
The preparation of Risk Management Plan, SWOT analysis & brainstorming sessions identified any  potential problems and how to overcome them. 
Implementation -
The Risk Management Plan was updated with each Change Request.
Closure - 
The risks identified must be added to the lessons learnt document. All documentation was used that was impleemnted in the planning stage   

	Lessons Learnt
What went right? 
By using the risk response plan the new team members (landsacpers where employed quicly with out effecting the project greatly . 
What went wrong? 
There was no risk response plan for when the sponsor went into liquidation.
 How effective were management & processes used?
 The implementation of the Risk Response Plan  ment that it was easy to find new team members to replace the landcapers that resigned.
 How were problems overcome?
 By implementing the risk response plan  issues where quickly and easly  rectified . 

	Recommendations
Review  Risk Response Plan  to include sponors ging into liquidation and conflicts that could arrise with new sponsors and subcontractors /or team members  .

	

	Project Integration

	Process Review
Planning - 
The Integration management plan that addressed methodology, dependencies, change control, auditng, performance reporting & project closure was prepared prior to the project commencing. They were fully documented and adequately prepared to give the project the best chance of being completed successfully, 
Implementation -
Maintaining and updating the documentation, and following the procedures in, the Integration Management Plan was carried out throughout the project. 
Closure - 
The Project Closure documentation is specific and sufficient to effectively tidy up the finalisation of the project. 

	Lessons Learnt
What went right? 
The change in digging contrator was sucessful and worked well with all other contrators , awesome landscapes and the sponsor contractors
 How effective were management & processes used?
 The processes and management were effective in progressing the project to completion. 

	Recommendations
no recommendations  

	































	4. Sam has approved the report in the above question to be distributed. He has also updated the project plan following your advice. Now he is ready for the project closure meeting. He has assigned you the task of organising this meeting.
Answer the questions that follow.

	

	a. Who will attend this meeting?
Guidance: List the attendees by name, job title, and organisation).

	Terrence Mackay -General Manager Cascade Peak Hotel Pty Ltd 
Stephen Lyons-Planning Manager - Cascade Peak Shire Council 
Kate Chan -Project Manager - Timber Home Construction Ltd
Kim Nguyen-Director – Awesome Landscapes Pty Ltd
Sam Ng- Project Manager – Awesome Landscapes Pty Ltd

	b. What information will each person need before the meeting?

	All the lessons learnt documentation
 all other documnetion will be provided at the meeting 

	c. Which documents (and which version number of each document) will need to be printed off for the meeting?

	• Project completion report in vesrion 5  of project plan  .
 • Version 5 - final of the project plan.
 • Project archives checklist in verson 5 of project plan .
 • Formal acceptance and closure template  Version 5  -final

	d. Which of these documents will require signatures? 

	 The completion report, project plan and formal acceptance and closure must all be signed off by the signatories of the project steering committee. The template used for the formal acceptance and closure is provided in Appendix 43 of the project plan.

	e. Who will need to sign off on these documents?

	Terrence Mackay -General Manager Cascade Peak Hotel Pty Ltd 
Stephen Lyons-Planning Manager - Cascade Peak Shire Council 
Kate Chan -Project Manager - Timber Home Construction Ltd
Kim Nguyen-Director – Awesome Landscapes Pty Ltd
Sam Ng- Project Manager – Awesome Landscapes Pty Ltd


	f. Do you believe the project objectives aligned with the objectives of Awesome Landscapes throughout the entire project life cycle? Explain your answer.

	Yes all the key project objectives alined with he awesome landscapes objectives  

	g. What needs to be done after the meeting to complete the closure of the project?

	Awesome Landscapes may raise an invoice to Cascade Peak Hotel for the final contract payment
Upon payment of the final contract payment by Cascade Peak Hotel, all project documentation may be archived.
 The project archive checklist found in Appendix 44 must be printed off and checked off as each piece of project documentation is archived in both hard and electronic copy. The hard copy documentation (charter, plan, reports, change requests, etc.) must be scanned into the network. The hard copy files must be filed in the archiving compactors at Awesome Landscaping Pty Ltd. The electronic files must be stored in the archival hard drive (Q:/) under a separate folder clearly identifying the project name and date of archiving







[bookmark: _Toc433005346][bookmark: _Toc443292693][bookmark: _Toc444260194][bookmark: _Toc448401945][bookmark: _Toc523902432]Workbook Checklist	
	When you have completed this workbook, please ensure you have completed all parts of it:
|_| Case Study

IMPORTANT REMINDER
Students must achieve a satisfactory result to ALL assessment tasks to be awarded COMPETENT for the unit relevant to this subject.

To award the student competent in the units relevant to this subject, the student must successfully complete all the requirements listed above according to the prescribed benchmarks.
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