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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: 		___Gemma Martin                                                                                  ________
Address:	__28-30 Whitaker Road, Cedar Grove______________________________
		_____________________________________________________________
Email:		___gemevem@hotmail.com______________________________________
Employer:	___RHM Building Innovations_____________________________________
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
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	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 a document representing a business/you in relation to both internal and external parties.



Give examples of types of business documents.

Letters, Invoices or Account Statements, Newsletters, Reports



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


Computers, Scanners and Printers,  Excel, Word, Publisher, 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?


CL1 letter to client – Is issued to new clients with their contract for works & Includes the customers details, the business details, what payments are due and the approximate timeline for future payments and how to pay. The document is created with Microsoft Word via the computer.
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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.

Headers and footers, spacing, text size/colour/font, Page view/layout, centred, justified 


When selecting layouts and styles, you must take organisational requirements into consideration. What can these include?

Maintain consistency across all documents with formatting and presentation. Correct Opening and closing of files, Locating Data, Storing Data


What may organisational policies and procedures outline?

How to develop the documents and where to keep them, any security issues that should be considered.



Why is consistency important when developing business documents?

Consistency in developing business documents looks more professional and has an easier flow and understanding. Customers (and employees) can move through websites or paperwork much easier when it is familiar, things are easier to write up or to find.



How can you ensure consistency?

Keep to a style of writing and don’t switch around the format of the documents information; dates, page numbers, headings, logos, etc. 



Using a business document that applies to your organisation as an example, outline the correct layouts and styles.

Our organisation likes to keep layouts simple and easy to read. 
Customer Letters - 
Headers have our logo on the left and details (Name, Address, Phone, ABN, QBCC) on the right. 
Footers have the company name and address.
The text is an easy to follow Calibri Font  


[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?

How to develop documents
Where to store the documents
Style of documents
Ease of use
Any legal policies or regulations


Name the four principles you should consider. What do they involve?

Contrast
Alignment
Repetition
Proximity


We often associate different colours with a variety of things. Choose three colours and outline what you associate these with.

Red: Passion and Strength
Blue: Cool and Calm
Yellow: Bright and Cheerful

Using a business document that relates to your own organisation, show how you can apply the basic design principles to them.

· Simple, clear and easy to read
· Keep with the same colours used throughout document
· Headers and Footers, Logo, company details
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	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?

Before you design and produce the document, to avoid time going into something that they may not have wanted. It is also good to discuss throughout, make sure you’re on the same page with it and discuss anything you feel may not be working. 


Give examples of the things you may discuss and clarify.

Where the information will be positioned, what colours will be used, the text style and size. 


Explain a situation in which you have had to seek clarification from the person that has requested the document you are about to develop.


Some information was missed and needs to be added but it’s going to put everything else out of line, it needs to be discussed with the person requesting the document.
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	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.

Company files are kept on a secure drive – to Identify the documents I would need, I would take into account what I’m looking for and adjust accordingly.

For example – 

Quote Template – consider that quotes are a sales document and is a template.
· Access the secure hard drive
· Click into Sales folders
· Find and enter Templates Folder
· Identify the Quote template matching your needs and Open to create the document.
· Sticking to the style and layout of the document, type up the information
· Save as RHMBIQUOTE_JobNumber and save into the customers file

Confirmation of Sale – Customer Letter

· Access the secure hard drive
· Click into Administrations files
· Enter Forms folders
· Open Customer Letters
· Find and open RHMBI_CL001 – Confirmation of sale
· Enter relevant details for client 
· Save as current name and add clients job number, into clients folder
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	Estimated Time
	20 Minutes

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

	Activity
	Why is the efficient entry of information important?

It helps to minimise information entry errors and get the information that is required.

Outline ways in which you can design documents to minimise the chance of information errors occurring.

Information being clear and easy to read.
Repetition, keeping close to the same designs – fonts, colours, sizes, etc
Link or pre-label information & use formulas where applicable to calculate to remove chances of error.

Give an example of a document you have created and how you maximised the presentation and appearance. 

Creating an authorisation letter, it needs to be simple, clear and concise. Making sure it clearly had our logo and information, the font was clear and easy to read. The alignment of the text was set to justify and all the same sizing and font.  
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	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
Table Formatting
Editing
Columns
Styles

Using one of the examples you have just given, describe the process of carrying it out.

Headers and Footers – 

· Click on the Insert Tab
· Click on either Header or Footer
· Click on a Header or Footer and it will bring up the header/footer tools with the Design Tab
· In the Design Tab, you will find in options – boxes to tick 
· Tick the box labelled Different Odd & Even Paged
· The headers or footers are now labelled odd and even footer for easy viewing
· Click on the odd header/footer area and create the header/footer for the odd numbered pages
· Move to the next page and Click on the even header/footer and create the header/footer for the even numbered pages
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	Estimated Time
	20 Minutes

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

	Activity
	Define input devices.
Input devices are devices that feed information into the computer. 

Give examples of input devices.
Keyboards, Mouse and scanner are input devices.

Choose one device and explain its function.
Keyboards are a main input device for entering data/text and manoeuvring data via the keyboard buttons.  

Choose a type of document and list the input devices you require to develop it. 
Invoices – Keyboard and mouse
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	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?

A timeline is where planned tasks and events are placed in order of their preferred occurrence.  

Give examples of good time management.

Knowing your deadlines, prioritising your tasks and events, track your progress

Give an example of a time you needed to produce something within a designated timeline. How did you do this? How could improve this?

I regularly need to produce a final Customer letter on completion of each Contract. I keep up to date with the progress of each contract and on completion. This could be improved upon by setting reminders of around the estimated completion dates, to help keep up to date and on time with the final letters.
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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.


The colour and sizing of the text
The spacing of the lines and paragraphs
Margins
Font
Print preview
Structure/placement 

For two different types of business documents, list the specific things you will need to check.


Final Customer Letter – 
· Footer and Header
· Logo placement
· Page number
· Alignment justified
· Margin size
· Same font

Quote Letter – 
· Footer and header
· Page numbering
· Logo placement
· Tables
· Justified alignment
· Margin sizing 
· Text sizing and boldness for emphasis
· Same font
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	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.

Documents in paper form can be destroyed or lost, hard to find if not filed properly and can become crowded. When paper documents are archived, they are not easily accessible and are much harder to find. 

Outline the advantages and disadvantages of storing documents electronically.

Storing documents electronically is great for the environment and very cost effective, not using as much paper. It’s also all the information at your fingertips. 
Storing electronically does open up to the possibility of the storage device malfunctioning and losing the information. Sketchy Internet connection can mean no access or limited access for that period of time.


Outline the procedures in place within your organisation regarding saving and storing documents. Make suggestions on how to improve these procedures.

The majority of our documents are saved on an online storage device, with a mirror backup in case of problems. We also keep a hard copy of most information. There are folders created that are accessible to all permitted, it is required that we save the relevant information into the folders and print only what is needed to be printed. 
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	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 a guide to help someone with a particular system or product, they can include an index, information about the product, frequently asked questions and where to find further information.

What are training booklets? What are they used for?

Training booklets are helpful booklets with information/instructions for specific tasks. They are useful in training stages but also are good for after training as a reference. 
What makes a training booklet effective?

With their easy to read and follow instructions, they make an effective learning tool and resource to hold on to. 

How can you get help-desk support?

Through the websites, emailing or calling.


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.

I would likely use help-desk as any difficulty can usually be searched and an answer found or if not, recommended on to further action.
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	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 reading and rereading the document before publishing to help detect any errors and correct them.

What can proofreading help to detect errors in?

Proofreading helps detect errors in Spelling and Grammar, Punctuation, Language and Style.


Outline the steps needed to test readability. 


· Click into ‘File’ and choose ‘Option’
· Click ‘Proofing’ option
· Under ‘When correcting spelling and grammar in word’ make sure boxes for readability and spelling and grammar are ticked.
· Leave by pressing ‘ok’
· In the Tabs, click on ‘Review’ and Select Check Spelling and Grammar
· Go through any spelling errors and change, add to dictionary or ignore
· When none are left, Readability Score will appear.
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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.

Correcting Spelling, Grammar and Punctuation Mistakes.
Improve the readability score of the document. 


How can you improve the readability of your documents?

Using simpler wording, breaking it up a bit and using graphs or pictures to convey the same thing. Highlight or emphasise the important details.
Make the style consistent and easy to manoeuvre.  
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	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.

Budget

Give an example of a good document name.

Budget2018_v1

What tips should you consider when naming your documents?

Keywords, dates, version codes, be consistent

What issues may arise when naming and storing documents?

Too many characters, can’t use certain characters, compatibility issues

Outline the procedures in place within your organisation outlining how you should store your documents.

Our organisation has an online hard drive that has folders and sub folders that we are required to place certain documents in. The documents stored have clear names and dates for easy finding via search engine or access through direct folders.
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	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.

Click into file and select the option to ‘print’
Check ‘print preview’ to see how the document will come out
Use ‘printer properties’ or ‘printer settings’ to change if they don’t suit 
When satisfied, choose how many copies and select Print.

What are the requirements for how you should present your documents?

Via PDF attachment or print and place in plastic sleeves.



[bookmark: _Toc418762473]Skills and Knowledge Activity
	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. 

Documents 1-3 all show the same information of work history, in different software applications. 
[bookmark: _GoBack]
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	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. Finalise document

Using one type of business document as an example: Quote Letter

1. Select the appropriate technology and software applications to use.
Word Document – Microsoft Word 

2. Select the layout and style you would use and explain how this related to organisational requirements. 
I would create a layout and style that would be clear and simple to read. Margins narrow but enough to print well and not to the corners.
All wording justified and fonts/sizing the same except for emphasis on information intended to stand out. 

3. Explain how you could use basic design principles to ensure design is consistent with requirements. 
Alignment of the text and tables. 
Keeping the document in line with other document designs for the organisation and making sure to keep to the same font throughout the document.
Contrast of some basic colours to bring attention. 

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?
This document would not need to be discussed unless the customer has trouble gathering the information from the document. In this case, we would work out what parts are not clear to the customer and work on making it clearer.

5. Identify the files and records you would need to open and/or generate. Briefly describe this process. 
· Microsoft word to write up the document
· Job specifications to know what is being quoted
· Customer details to relate back to document
The quote letter is the document at the end of the quoting process, when all the information is quoted and gathered. It will be the centre head of what the customer sees before they decide whether or not to go ahead. The document will show the customers details, the jobs details and a break down of the pricing. 

6. Outline ways in which you would design your document to ensure efficient entry of information. 
As the document is a relay of information to the customer, prettied up and sectioned for easy reading – a lot of the information is just typed up into easy to read sections. Tables created to break up the quote. The frameworks of the quote, official information about quoting and our organisations is the same in all of our quotes. 

7. Outline the functions that you would use to ensure consistency of design and layout. 
Headers and footers always relate to our companies information. Page number at bottom of page. Same type of quote table in all quote letters. Same font/sizing and alignment of text and tables. 

8. List the input devices that you would need to use in order to develop your document. 
· Keyboard
· Mouse

9. Describe the techniques you would use in order to meet the designated time line.
· Don’t over commit
· Have a clear idea of the outcome intended
· Prioritise 

10. List the aspects of the style and layout of your document that you would need to check meet the requirements. 
· All the sizing and fonts are easy to read and the same, except for intentional spacing/sizing/font differences for emphasis. 
· Alignment to justify

11. Outline how you would save and store your document in order to avoid loss of data.
The document would be saved as the appropriate name, for example – RHMBIQuote_(Job Number) and stored into the Secure Hard drive under the Sales Quotes. 

12. If you were to face basic difficulties, where would you turn?
Co-workers with different experiences with the documents or Help desk. 

13. How would you proofread your document?
Spell check and double checking correct information.

14. If you were to find mistakes when proofreading, how would you rectify these?
I would go through and change the mistakes and correct them.


15. Describe how you would name and store your document.
The document would be saved as the appropriate name, for example – RHMBIQuote_(Job Number) and stored into the Secure Hard drive under the Sales Quotes. 

16. Give details on how you would print your document.
To print the document, you would click on ‘file’ in the top left corner and click ‘print’. Print preview will appear, so use this to make sure everything is how it’s meant to be and then click print.
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