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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: 		Keaton jones__________________________________________________
Address:	11 belvedere place Maroochy river________________________________
		_____________________________________________________________
Email:		kjone323@eq.edu.au___________________________________________
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
	NG

	Valid
	NG

	Reliable
	NG

	Current
	NG

	Sufficient
	NG



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

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

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: _GoBack]Assessor Signature:		Nicole M Grigg
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?

Business documents are written or electronic documents that represent an organisation in relation to its external parties


Give examples of types of business documents.

Client data bases
Web pages
Account statements
Project reviews







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

Computers
Printers
Spreadsheet packages
Presentation packages






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?


A business document on customer satisfaction would include data on customer reviews, gauging their satisfaction with the business over time. This would be represented using a spreadsheet package software and printers.






[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, page orientation, headings, text size and margins are some layouts that need to be considered.


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

Budgets, locating data, legal and organisational policies, guidelines and requirements


What may organisational policies and procedures outline?

How to develop documents, where to keep copies of the documents, any quality assurance checks that may be required



Why is consistency important when developing business documents?

It is important as it looks professional, the document is easier to follow/use, the content flows smoothly and everything makes sense.



How can you ensure consistency?

Use a template for business documents



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

On my business’s documents, we have the date, the writers name, a title page/ heading, a table of contents, a summary of main points, an introduction, a conclusion and page numbers.
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	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 information better with visual ai., bad spelling, poor punctuation and bad grammar can be distracting and confuse the meaning of the document. Images of humans are remembered better than images of objects.





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

· Contrast: different elements should be completely different, not similar. Includes lines, fonts, shapes and colours
· Alignment: each item on a page of a business document should have a visual connection with something else on the page.
· Repetition: visual elements should be repeated throughout the document as it can connect individual elements, strengthen a design, as well as ensuring consistency and creating associations. 
· Proximity: related items within a business document should be grouped together or visually connected in order to help create organisation. It provides a focal point and creates a relationship between the elements within the group.




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

Green: money, health and nature.
Black: serious, dramatic and classy.
Red: aggression, danger strength. 



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

Using my businesses newsletter as an example, we could add basic design principles of images, positioning of all the information and weather to use charts to better represent the information we are distributing.
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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?

It should take place before anything has been designed










Give examples of the things you may discuss and clarify.

The size of text, the size of images, a colour scheme and 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.
My supervisor had asked me to create a poster to display on the notifications board at the shop advertising an internal Christmas party held for employees. I had asked my supervisor to clarify exactly what information he wanted me to include in the poster and what design templet he wanted me to use.
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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.

To identify open and generate a client database, I would use a spreadsheet, most likely, Microsoft excel and title them appropriately, making sure the software is compatible with all computers at the business.

To create a newsletter, I would use a templet premade by the business, most likely using the software Microsoft publisher and include appropriate information, clarified by a supervisor or manager.
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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 maximize presentation and appearance of information.

	Activity
	Why is the efficient entry of information important?

It minimises or eliminates information entry errors.





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

Link it to other documents, or use a system to detect improper information






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

When making the poster for the business Christmas party I considered the use of several elements including colours, shapes, fonts, sizes and positioning.
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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.



· Editing 
· Merging documents
· Alternating headers and footers
· Spell checking






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

Editing is the process used to ensure that a document is correct, accurate and consistent.

It involves things like
Correction, organisation, condensation and other modifications
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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.

An input device is any piece of equipment that feeds some sort of data into a computer



Give examples of input devices.

Keyboards, computer mice, numerical keypad and scanner









Choose one device and explain its function.

A keyboard is used to input characters into a computer. Their main function is to enter text into documents and other computer programs.




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

A excel spreadsheet document requires a computer mouse, a keyboard and a numerical keyboard
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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?
Timelines are where key planned events and tasks are marked in the required sequence of their occurrence on a suitable scale



Give examples of good time management.

Planning and estimating the amount of time required to do specific tasks








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 needed to complete an assignment for school. I planned out time to do the work and allowed myself a certain timeframe to complete it in. I could have improved my time management by allowing myself more time before completing the assignment.
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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.
Margin size, line spacing, paragraph spacing, text size, font and text colour















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


For an excel spreadsheet, you would need to check page numbering, table properties and structure.

For a word document, you would need to check text size, paragraph spacing, text size and line spacing
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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.

It can be expensive, it harms the environment, there isn’t unlimited storage space, they can be lost easily, and poses risk of damage, loss or theft.




Outline the advantages and disadvantages of storing documents electronically.

They can be stored in multiple spaces, and take up very little space, and are more difficult to lose and can be recovered.

Some disadvantages would be that the devices could malfunction, you can loose the storage devices, some devices aren’t compatible with all computers, prone to computer viruses, online storage may be hacked, and online storage requires a stable internet connection.














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


You upload the file onto the business’s online storage space and onto your computer.
A way to improve this would also be to store it on an external hard drive, USB or other storage device.
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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 documents that intend to give assistance to a person who is using a particular system. They may include frequently asked questions, where to find further help including contact details, information on how to navigate through the manual, a troubleshooting section and a glossary or index.





What are training booklets? What are they used for?

Training booklets contain the instructions related to a specific action or task. People often use them for general refence documents to overcome basic problems




What makes a training booklet effective?
Illustrations, ease of readability, has easy to follow instructions, has an attractive design and can be used for future reference







How can you get help-desk support?

Through websites, emails, instant messaging and free telephone 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.
I would approach my supervisors about this issue, to make sure I have reputable answer on how to solve the issue.












[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 should be done before you print and finalise a document. By reading and re-reading a document, you can detect any errors and give yourself a chance to correct them.





What can proofread help to detect errors in?
It can detect errors in spelling, grammar, language, punctuation, and style.
















Outline the steps needed to test readability. 

Click the file tab, click options, click proofing, tick the check grammar with spelling box, click show readability statistics, open the file you want to test, run spell check, after checking spelling and grammar, the reading level of your document will be displayed.
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	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.

Correct spelling, grammar and punctuation mistakes
Improving the readability score of your document,
Making the style of your document consistent.


















How can you improve the readability of your documents?

Using one or two syllable words, using illustrations, bullet points and graphs, using short simple sentences wherever possible. Highlighting things in italics or bold, elaborating on difficult works, using connective worlds to help guide the reader.
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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.
Inappropriate file type, poor filing locations 







Give an example of a good document name.


Wednesday roster, 15th-22nd July 2020 KJ




What tips should you consider when naming your documents?
A good title would include keywords, the date it was made, the document makers name or initials, alphabetic codes, use version numbers, be detailed and consistent. 









What issues may arise when naming and storing documents?

Too many characters, restricted characters such as (< >? \ /; * which cannot be used and compatibility issues





Outline the procedures in place within your organisation outlining how you should store your documents.
Appropriately name all documents with your name, date and keywords as to what the document entails, download document onto your PC and upload it to the business OneDrive account.
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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.
Make sure the computer is connected to a printer, click file, click print, choose the amount of copies you need, alter any setting to your requirements, when you have made all necessary changes click print.














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

in a folder, in a plastic wallet, stapled or in a ring binder.
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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. 


· SITHIND002 Source and use information on the hospitality industry- Bar attendant – this presentation was made to both source and display information relevant to bar staff, to prepare them for the workplace
· Temp assignment term 3 – this was made to source and display temperature data for northern Australia for touring families to stay during winter
· Person centred-care CAD104 – this PowerPoint focuses on dementia care and informing nurses on how to make sure they are providing the best possible care for dementia patients




















[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. Finalise document

Using one type of business document as an example:

1. Select the appropriate technology and software applications to use.
A computer, a monitor and Microsoft PowerPoint

2. Select the layout and style you would use and explain how this related to organisational requirements. 
The layout style was the business style, and was required to be used by my organisation
3. Explain how you could use basic design principles to ensure design is consistent with requirements. 
Using a template assists with making sure the design is consistent, as well as limiting unnecessary information and graphics
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?
I would speak with them before they begin production of the document and provide them with an older document to base their documents layout on
5. Identify the files and records you would need to open and/or generate. Briefly describe this process. 
I would need to access relevant information and records regarding to what the PowerPoint is made for
6. Outline ways in which you would design your document to ensure efficient entry of information. 
Including keywords and titles would make the document more efficient 
7. Outline the functions that you would use to ensure consistency of design and layout. 
· Link with another document
· System to recognise Improper information
8. List the input devices that you would need to use in order to develop your document. 
Keyboard, mouse and numerical keypad
9. Describe the techniques you would use in order to meet the designated timeline.
Prioritising tasks, recording deadlines, ensuring to choose the best software and information, being prepared for any problems that may arrive
10. List the aspects of the style and layout of your document that you would need to check meet the requirements. 
Fonts, line and paragraph spacing, use of bold and italics, page numbers, text colour and text size
11. Outline how you would save and store your document in order to avoid loss of data.
Save the document locally, on a hard drive, a flash drive and also upload it online into the organisations cloud.
12. If you were to face basic difficulties, where would you turn?
Supervisors and other staff
13. How would you proofread your document?
Read through it carefully to check for grammatical or layout errors, and have a co-worker proofread it also
14. If you were to find mistakes when proofreading, how would you rectify these?
I would rectify it by correcting whatever mistakes I find
15. Describe how you would name and store your document.
I would name it appropriately and include keywords and initials and store it in a logical space.
16. Give details on how you would print your document.
· Open document
· Click ‘file’ 
· Click ‘print ‘
· Select a printer
· Confirm choice
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