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Candidate Details
[bookmark: _Toc418762454]Assessment – BSBITU306: Design and produce business documents
Please complete the following activities and hand in to your trainer for marking. This forms part of your assessment for BSBITU306: Design and produce business documents.
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below:
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed. We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________


[bookmark: _Toc418762455]Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as:
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assessor Signature:		________________________________________________________
Observation/Demonstration

Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your instructor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. An explanation of demonstrations and observations:
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers
Your instructor will inform you of which one of the above they would like you to do. The demonstration/observation will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. Your instructor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
You should be able to demonstrate you can:
1. Select and prepare resources
2. Design document
3. Produce document
4. Finalise document
You will also need to show:
Reading
Writing
Oral communication
Navigate the world of work
Interact with others
Get the work done

[bookmark: _Toc418762456]Activities
[bookmark: _Toc399315686][bookmark: _Toc418762457]Activity 1A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to select and use appropriate technology and software applications to produce required business documents.

	Activity
	What is a business document?
A business document is written or electronic documents that represent an organisation in relation to its external parties 




Give examples of types of business documents.
Account statements
Newsletters
Databases
Project reviews
Reports







When producing business documents, it essential to use the correct technology and software. Give examples of these.
Computers
Printers

Microsoft word
Microsoft excel
Microsoft powerpoint






In relation to your own organisation, decide on a business document. Describe what this document may include. What is the correct technology and software that you should use to produce your business document?
Report.
Computer, Microsoft word 







[bookmark: _Toc418762458]
Activity 1B
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to select layout and style of publication according to information and organisational requirements.

	Activity
	Give examples of different layouts and styles you may need to consider when developing business documents.
Colours
Fonts
Text size
Margin
Spacing 




When selecting layouts and styles, you must take organisational requirements into consideration. What can these include?
Budgets
Locating data
Log on procedures
Security
Storing data
Saving and closing files




What may organisational policies and procedures outline?
How to create the documents 
How to store documents
Budget for documents
The style in which to create the documents.




Why is consistency important when developing business documents?
So the content flows smoothly
It looks professional
It makes more sense





How can you ensure consistency?
Use a style guide or a template.


Using a business document that applies to your organisation as an example, outline the correct layouts and styles.
Report
Making sure that you have a header and a footer, having a cover page, and having a contents page














[bookmark: _Toc418762459]Activity 1C
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to ensure document design is consistent with company and/or client requirements, using basic design principles.

	Activity
	What things should you remember when designing business documents?
People remember text better than visual information
Funny things are remembered better
Bad spelling and bad grammar is distracting






Name the four principles you should consider. What do they involve?
Contrast, elements should be different from each other
Alignment, items on a page should have a visual connection with other things on the page,
Repetition, visual elements that are repeated have more of a chance to be remembered.
Proximity, things that are related should be grouped together. 











We often associate different colours with a variety of things. Choose three colours and outline what you associate these with.
Red, aggression, danger, love.
Green, money, health.
Pink, soft, calming.
Black, serious, dramatic, death.
White, clean, pure. 





Using a business document that relates to your own organisation, show how you can apply the basic design principles to them.
Essay.
By making sure that all of the relevant information is stated together and that there is an effective use of images and colours.


















[bookmark: _Toc418762460]Activity 1D
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to discuss and clarify format and style with person requesting document/publication.

	Activity
	When should you discuss and clarify the format and style of a business document with the person that has requested it?
The format and style of a document should be discussed and clarified before it is developed. However, it may also be necessary to discuss and clarify things throughout the process too.







Give examples of the things you may discuss and clarify.
Style.
Size of text
Colour schemes.
The positioning of information 












Explain a situation in which you have had to seek clarification from the person that has requested the document you are about to develop.
A time that I had to receive clarification for a document I was writing was an assignment where I had to ask the instructor how they wanted me to format the document and what information they wanted me to include and what they wanted to exclude. 














[bookmark: _Toc418762461]Activity 2A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify, open and generate files and records according to task and organisational requirements.

	Activity
	For TWO different types of business documents (that relate to your own organisation), give details on how you would identify, open and generate files and records.
Essay.
An essay would be given in a very word heavy format with little use of colour or images throughout the document if any.

Powerpoint 
Heavy use of colours and images throughout with less reliance on words


[bookmark: _Toc418762462]Activity 2B
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to design document to ensure efficient entry of information and to maximize presentation and appearance of information.

	Activity
	Why is the efficient entry of information important?
the information that is entered into a business document needs to be accurate in order to avoid being misleading and developing inappropriate analysis






Outline ways in which you can design documents to minimise the chance of information errors occurring.
By making sure that you have a template that has been peer reviewed by another co-worker so that they can confirm that it is the right layout 







Give an example of a document you have created and how you maximised the presentation and appearance. 
A PowerPoint for a speech, in which I put a heavy emphasis on colour and images being used throughout the speech.























[bookmark: _Toc418762463]Activity 2C
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to use a range of functions to ensure consistency of design and layout.

	Activity
	Give examples of the functions that may ensure consistency of the design and layout of your documents.
Headers and footers
Editing
Merging documents
Spell checking
Table format
Using styles









Using one of the examples you have just given, describe the process of carrying it out. 
By making sure that you have the same template for the headers and footers as you use for all of the documents.
























[bookmark: _Toc418762464]Activity 2D
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to operate input devices within designated requirements.

	Activity
	Define input devices.
An input device is a piece of equipment that feed data of some sort into a computer. 



Give examples of input devices.
Mouse
Keyboard
Key pad
Joystick
Microphone 











Choose one device and explain its function.
Keyboard used for entering numbers and letters onto the computer





Choose a type of document and list the input devices you require to develop it. 
Essay
Keyboard
Mouse 














[bookmark: _Toc418762465]Activity 3A
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to complete document production within designated timelines according to organisational requirements.

	Activity
	What is a timeline?
Timelines are where key events are planned and tasks are marked in the sequence of their occurrence on a scale 



Give examples of good time management.
Recording your deadlines
Keeping track of your progress
Know how to deal with any problems that arise








Give an example of a time you needed to produce something within a designated timeline. How did you do this? How could improve this?
By listing the dates that specific parts of the document that needed to be completed, by making the dates and what needs to be done clearer and more refined. 
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	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to check document produced to ensure it meets task requirements for style and layout.

	Activity
	Give examples of the things that you may need to check.
Line spacing
Paragraph spacing
Margin size
Text size
Text colour
Font
Structure
Page breaks
Use of bold and italics. 















For two different types of business documents, list the specific things you will need to check.
Line spacing
Paragraph spacing
Margin size
Text size
Text colour
Font
Structure
Page breaks
Use of bold and italics. 











[bookmark: _Toc418762467]Activity 3C
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to store document appropriately and save document to avoid loss of data.

	Activity
	Outline the disadvantages of storing documents in their paper form.
Limited space
Difficult to find
Expensive
Poses risk of loss or damage





Outline the advantages and disadvantages of storing documents electronically.
Advantages.
More organised
Save time
Save space
Better for environment
Save money

Disadvantages.
Device can break
Lose device
Possible virus
Online storage requires an internet connection to access 








Outline the procedures in place within your organisation regarding saving and storing documents. Make suggestions on how to improve these procedures.
Making sure that all documents are stored on a physical drive as well as the cloud that is available to us










[bookmark: _Toc418762468]Activity 3D
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to use manuals, training booklets and/or help-desks to overcome basic difficulties with document design and production.

	Activity
	Briefly describe what manuals are and what they include.
Manuals are documents that intend to give assistance to a person who is using a particular system. They are mostly written documents that use images or diagrams

Things that a manual may have. 
FAQ’s
Where to find help
Information on how to find information in the manual
Troubleshooting section






What are training booklets? What are they used for?
Training booklets contain the instructions related to a specific action or task, aiming to improve the quality of the performance of this action or task. People use training booklets as general reference documents to help overcome problems  





What makes a training booklet effective?
Use of illustrations and diagrams for better understanding
Is easy to read
Has easy to follow instructions
Can be used for future reference. 







How can you get help-desk support?
Website
Emails
Phone numbers





If a basic difficulty arose in the production of one of your business documents, how would you deal with this? Explain why you chose this method.
By making sure that I take note of the problem and then modify the template in order to accommodate for this problem. I chose this so the problem can be fixed next time I come across it in another document. 












[bookmark: _Toc418762469]Activity 4A
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to proofread document for readability, accuracy and consistency of language, style and layout prior to final output.

	Activity
	What is proofreading?
Proofreading is a process that helps you to detect 






What can proofreading help to detect errors in?
Spelling
Grammar
Language
Punctuation
Style



Outline the steps needed to test readability. 
Make sure that the text is of a readable size and the colour contrasts properly against the background.












[bookmark: _Toc418762470] Activity 4B
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to make any modifications to document to meet requirements.

	Activity
	Give examples of the modifications you may need to make to your documents.
By changing the information in the documents
By adding or changing the header and footer
By creating or changing a contents page at the start of the document



















How can you improve the readability of your documents?
By making sure that the text is a readable colour and of a suitable size so that people are able to read the letters and words clearly.



















[bookmark: _Toc418762471]Activity 4C
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to name and store document in accordance with organisational requirements and exit application without data loss/damage.

	Activity
	Give an example of a bad document name.
This one rando document







Give an example of a good document name.
Budget Report 31/10/17







What tips should you consider when naming your documents?
That they should be unique and that they should fit what the document is about








What issues may arise when naming and storing documents?
That you may have multiple documents based around the same subject and that they may overlap in names and become confusing about which document is which.






Outline the procedures in place within your organisation outlining how you should store your documents.
We have to store them in two separate places, on the cloud that is provided to us and on a physical drive, such as the hard drive or a USB





[bookmark: _Toc418762472]Activity 4D
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to print and present document according to requirements.

	Activity
	Outline the steps for printing a document.
Ctrl+P
Change options needed for document
Select printer.
Click print.














What are the requirements for how you should present your documents?
By making sure that they are held to a professional standard and that they have appropriate headers and footers 
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	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	Complete the following individually and attach your completed work to your workbook.

The answers to the following questions will enable you to demonstrate your knowledge of:
· Reading
· Writing
· Oral communication
· Navigate the world of work
· Interact with others
· Get the work done
· Appropriate technology for production requirements 
· Functions and features of contemporary computer applications
· Organisational policies, plans and procedures
· Organisational requirements for document design

Answer each question in as much detail as possible, considering your organisational requirements for each one.

1. Create three different documents using two different software applications in each. Ensure these follow any organisational policies or requirements that are in place, are correctly presented and can be printed for presenting at a meeting – write a brief dialogue for your presentation on each document, stating what they are and their purpose. 

1. Memo
This memo was created using the Microsoft Word program, the purpose of this document was a response to another person’s vision statement on the tourism industry. 
2. Report
This report was created using the Microsoft Word, the purpose of this document is to show the instructor the steps I went through in order to create the product we had been assigned.
3. PowerPoint
This PowerPoint was created using Microsoft PowerPoint, the purpose of this document was to accompany a speech that we had to give on an adventure getaway we had to plan for our business class. 










[bookmark: _Toc360142408][bookmark: _Toc418762474]Major Activity								
	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – your instructor will let you know whether you will complete it during class or in your own time.
Attach your completed answers to the workbook.
You must individually, answer the following questions in full to show your competency of each element:
1. Select and prepare resources
2. Design document
3. Produce document
4. [bookmark: _GoBack]Finalise document

Using one type of business document as an example:

1. Select the appropriate technology and software applications to use.
Memo
2. Select the layout and style you would use and explain how this related to organisational requirements. 
A basic letter format with the name of the company at the top of the document with the information about who it’s from underneath the header, then the information that needs to be conveyed below that. 
3. Explain how you could use basic design principles to ensure design is consistent with requirements. 
By making sure to follow a memo template if your organization as one
4. Say you were to discuss and clarify this with the person that has requested this document; when would you do this? What would you discuss?
During the planning stage of the document so that before any work gets done on it you know the format and layout you have to follow. What the header and footers should be, how the information should be presented in either dot points, short sentences or paragraphs. 
5. Identify the files and records you would need to open and/or generate. Briefly describe this process. 
The files and records that I would need is the information that is meant to be included in the memo. 
6. Outline ways in which you would design your document to ensure efficient entry of information. 
By making sure that only information that is meant to be in the document is in the document and that the information is laid out efficiently 
7. Outline the functions that you would use to ensure consistency of design and layout. 
By following a predesigned template.
8. List the input devices that you would need to use in order to develop your document. 
Computer, mouse, keyboard, monitor. 


9. Describe the techniques you would use in order to meet the designated time line.
By creating a timeline beforehand 
10. List the aspects of the style and layout of your document that you would need to check meet the requirements. 
Header, footer ,appropriate title, use of dot points
11. Outline how you would save and store your document in order to avoid loss of data.
By saving in two different places that I can access so that if one become unusable I can use the other one.
12. If you were to face basic difficulties, where would you turn?
Either a manual or an instructor
13. How would you proofread your document?
By reading over the document once it is finished and before it is published 
14. If you were to find mistakes when proofreading, how would you rectify these?
By changing the mistakes to what they should be to begin with. 
15. Describe how you would name and store your document.
Memo (DATE)
16. Give details on how you would print your document.
By selecting the printer and then changing any printer options that I need to for the document. 
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