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Student Pack 

What is the purpose of this document?
The Student Pack is the document you, the student, needs to complete to demonstrate competency. This document includes the context and conditions of your assessment, the tasks to be completed by you and an outline of the evidence to be gathered.

The information includes the following: 

· Information related to the unit of competency 
· Guidelines and instructions to complete each task and activity
· A student evaluation form 

Student Evaluation Form 

[bookmark: _Hlk10032301]These documents are designed after conducting thorough industry consultation. Students are encouraged to evaluate this document and provide constructive feedback to their training organisation if they feel that this document can be improved. 

Link to other unit documents
[bookmark: _Hlk10032357]
· The Student Pack is a document for students to complete to demonstrate their competency. This document includes context and conditions of assessment, tasks to be administered to the student, and an outline of the evidence to be gathered from the student. 
· [bookmark: _Hlk9150008]The Unit Mapping is a document that contains information and comprehensive mapping with the training package requirements. 
· The Unit Requirements is a document that contains information related to the unit of competency for the Training Organisation staff and students. 



1. Student and trainer details
	Student details  

	Full name:
	Jonathon Kelly

	Student ID: 
	

	Contact number:
	0439 787 276

	Email address:
	Jonathon.Kelly@bmd.com.au

	Trainer details  

	Full name: 
	


2. Qualification and unit of competency
	Qualification/Course/Program Details 

	Code:
	

	Name: 
	

	Unit of competency 

	Code:
	BSBPMG540

	Name: 
	Manage project integration

	Releases: 
	1.0 

	Release date:
	19/Oct/2020


3. Assessment Submission Method 
	☐      By hand to trainer/assessor  ☐      By email to trainer/assessor
☐      Online submission via Learning Management System (LMS)    
☐      Any other method _________________________________________________
                                                              (Please describe here)


4. Student declaration  
	· I have read and understood the information in the Unit Requirements prior to commencing this Student Pack
· I certify that the work submitted for this assessment pack is my own. I have clearly referenced any sources used in my submission. I understand that a false declaration is a form of malpractice; 
· I have kept a copy of this Student Pack and all relevant notes, attachments, and reference material that I used in the production of this Student Pack;
· For the purposes of assessment, I give the trainer/assessor permission to: 

· Reproduce this assessment and provide a copy to another member of staff; and 
· Take steps to authenticate the assessment, including communicating a copy of this assessment to a plagiarism checking service (which may retain a copy of the assessment on its database for future plagiarism checking).

Student signature:   ________________________________


Date:  ____/_____/__________




5. Assessment Plan

	The student must be assessed as satisfactory in each of the following assessment methods in order to demonstrate competence in a variety of ways.  

	Evidence number/ Task number
	Assessment method/ Type of evidence/ Task name  
	Sufficient evidence recorded/Outcome 

	Assessment task 1
	Knowledge Test (KT)
	S / NS (First Attempt) 
S / NS (Second Attempt)

	Assessment task 2 
	Skills Test (ST)
	S / NS (First Attempt) 
S / NS (Second Attempt)

	Assessment task 3
	Skills Test (ST)

	S / NS (First Attempt) 
S / NS (Second Attempt)

	Assessment task 4
	Work placement Task
	S / NS (First Attempt) 
S / NS (Second Attempt)

	Outcome
	C ☐ NYC ☐ 
	Date assessed: 

	Trainer signature: 



6. Completion of the Assessment Plan

	Your trainer is required to fill out the Assessment Plan Outcome records above, when: 
· You have completed and submitted all the requirements for the assessment tasks for this cluster or unit of competency.
· Your work has been reviewed and assessed by your trainer/assessor.
· You have been assessed as either satisfactory or unsatisfactory for each assessment task within the unit of competency.
· You have been provided with relevant and detailed feedback.
Every assessment has a “Feedback to Student” section used to record the following information. Your trainer/assessor must also ensure that all sections are filled in appropriately, such as:
· Result of Assessment (satisfactory or unsatisfactory)
· Student name, signature and date
· Assessor name, signature and date 
· Relevant and detailed feedback





Pre-Assessment Checklist: Task 1 - Knowledge Test 
	The purpose of this checklist

	The pre-assessment checklist helps students determine if they are ready for assessment. The trainer/assessor must review the checklist with the student before the student attempts the assessment task. If any items of the checklist are incomplete or not clear to the student, the trainer/assessor must provide relevant information to the student to ensure they understand the requirements of the assessment task. The student must ensure they are ready for the assessment task before undertaking it.

	Section 1: Information for Students 

	☐ Make sure you have completed the necessary prior learning before attempting this assessment. 
☐ Make sure your trainer/assessor clearly explained the assessment process and tasks to be completed. 
☐ Make sure you understand what evidence is required to be collected and how. 
☐ Make sure you know your rights and the Complaints and Appeal process. 
☐ Make sure you discuss any special needs or reasonable adjustments to be considered during the assessment (refer to the Reasonable Adjustments Strategy Matrix - Appendix A and negotiate these with your trainer/assessor). 
☐ Make sure that you have access to a computer and the internet (if you prefer to type the answers).
☐ Make sure that you have all the required resources needed to complete this assessment task. 
☐ The due date of this assessment task is in accordance with your timetable. 
☐ In exceptional (compelling and compassionate) circumstances, an extension to submit an assessment can be granted by the trainer/assessor.  Evidence of the compelling and compassionate circumstances must be provided together with your request for an extension to submit your assessment work. 
☐ The request for an extension to submit your assessment work must be made before the due date.

	Section 2: Reasonable adjustments  

	I confirm that I have reviewed the Reasonable Adjustments guidelines and criteria as provided in Appendix A and attached relevant evidence as required and select the correct checkbox.
☐ I do require reasonable adjustment
☐ I do not require reasonable adjustment

	Declaration (Student to complete)
☐ I confirm that the purpose and procedure of this assessment task has been clearly explained to me. 
☐ I confirm that I have been consulted about any special needs I might have in relation to the assessment process. 
☐ I confirm that the criteria used for this assessment has been discussed with me, as have the consequences and possible outcomes of this assessment. 
☐ I confirm I have accessed and understand the assessment information as provided in the Student Handbook.
☐ I confirm I have been given fair notice of the date, time, venue and/or other arrangements for this assessment. 
☐ I confirm that I am ready for assessment.

Student Name: ______________________________________ 

Student Signature: ___________________________________ 



Assessment method-based instructions and guidelines: Knowledge Test 
	Assessment type 

	· Written Questions

	Instructions provided to the student:

	Assessment task description:

	· This is the first (1) assessment task you must successfully complete to be deemed competent in this unit of competency.
· The Knowledge Test is comprised of ten (10) written questions
· You must respond to all questions and submit them to your Trainer/Assessor.
· You must answer all questions to the required level, e.g. provide an answer within the required word limit, to be deemed satisfactory in this task

	Applicable conditions:

	· All knowledge tests are untimed and are conducted as open book assessment (this means you can refer to your textbook during the test).
· You must read and respond to all questions.
· You may handwrite/use a computer to answer the questions.
· You must complete the task independently.
· No marks or grades are allocated for this assessment task. The outcome of the task will be Satisfactory or Not Satisfactory.
· As you complete this assessment task, you are predominately demonstrating your written skills and knowledge to your trainer/assessor. 

	Resubmissions and reattempts:

	· Where a student’s answers are deemed not satisfactory after the first attempt, a resubmission attempt will be allowed.
· The student may speak to their trainer/assessor if they have any difficulty in completing this task and require reasonable adjustments.
· For more information, please refer to the Student Handbook. 

	Location:

	· This assessment task may be completed in: 

☐ a classroom
☐ learning management system (i.e. Moodle),
☐ or an independent learning environment. 

· Your trainer/assessor will provide you with further information regarding the location for completing this assessment task. 

	Instructions for answering the written questions:

	· Complete a written assessment consisting of a series of questions.
· You will be required to answer all the questions correctly.
· Do not start answering questions without understanding what is required. Read the questions carefully and critically analyse them for a few seconds; this will help you to identify what information is needed in the answer.
· Your answers must demonstrate an understanding and application of the relevant concepts and critical thinking.
· Be concise, to the point and write answers within the word-limit given to each question. Do not provide irrelevant information. Remember, quantity is not quality.
· You must write your responses in your own words.
· Use non-discriminatory language. The language used should not devalue, demean, or exclude individuals or groups based on attributes such as gender, disability, culture, race, religion, sexual preference or age. Gender-inclusive language should be used.
· When you quote, paraphrase, summarise or copy information from other sources to write your answers or research your work, always acknowledge the source.

	Purpose of the assessment

	This assessment task is designed to evaluate student’s knowledge essential to manage project integration in a range of contexts and industry settings and knowledge regarding the following: 

· Knowledge of the project governance models and structure
· Knowledge of the project initiation documentation
· Knowledge of the tools to monitor and control planned activity
· Knowledge of the range of methodologies to break project objectives into achievable project deliverables
· Knowledge of the role of project life cycle stages, phases and structures relevant to industry and project context
· Knowledge of the impact analysis methodologies
· Knowledge of the key aspects of change requests
· Knowledge of the organisational documentation for recording st.


	Task instructions

	· This is an individual assessment. 
· To ensure your responses are satisfactory, consult a range of learning resources and other information such as handouts, textbooks, learner resources etc. 
· To be assessed as Satisfactory in this assessment task, all questions must be answered correctly.



 Assessment Task 1: Knowledge Test

Provide your response to each question in the box below.

	Q1:
	Answer the following questions: 

1.1. What are project governance models? What are the key considerations for basic project governance models? Write your 250-300 words. 

1.2. Explain the following project governance models in 250-300 words. 
a) Advisory Model
b) Cooperative Model
c) Management Team Model
	Satisfactory response

	
	
	Yes 
	No 

	
A governance model or framework is the overarching set of tools, processes, guidelines, procedures, policies, templates, and systems that are used to support and oversee the management of a project. These models can be created based on the needs of a project.
There are several different models and frameworks for project governance however, the fundamental aim of a model or framework is to clearly articulate how decisions are made, who holds accountability and when, and where the decisions will be documented.
When considering what project governance model to create or implement for your organization, here are some factors to take into account:
· Project characteristics
Different sized projects require different monitoring and control requirements.  There may even be several modle withing the company to suit different project depending on size, impacts, risk ammoung other factors.
· Project roles
A standard approach for governance is to have a project sponsor as the ultimate decision-making authority, supported by a project board or steering group that provides challenge, direction and oversight.
· Processes
Consider what processes you need and how they are going to apply to different kinds of projects. Here are some typical processes that support governance:
· Approval for project to begin
· Change control process for introducing changes to the project
· Approval to proceed at specific milestones or at the end of project phases
· Approval process for receipt and sign off on the final deliverables.

· Documentation
Some projects mandate a list of the minimum documentation requirements for a project. Project managers can, of course, create more documents as necessary to keep the project moving forward, but the mandated documents must exist for every project.

1. Advisory model - Members of an advisory board typically have little direct decision making power but very high influence over the management team offering advice.
2. Cooperative Model - A cooperative board is one where all members make consensual decisions as equals. It’s the most democratic governance model, only acting on decisions that have passed proper voting procedures and requiring every member to be committed to the organisation’s mission. 
3. Management Team Model - The board will be split into Department committees, each responsible for HR, fundraising, event planning, marketing, any area that needs overseeing. This allows board members to focus and develop their skills in a particular area and keep decision-making as efficient as possible.


	Q2:
	Answer the following questions: 

2.1. What is project governance structure? What are the main roles within the project governance structure? Write your answer in 200-250 words. 

2.2. What are the benefits of having a governance structure? Discuss principles that govern the governance structure. Write your answer in 200-250 words.
	Satisfactory response

	
	
	Yes 
	No 

	
2.1. A project governance structure is a set of relationships that specify who has what authority over which decisions in an orgainisation. The governance structure may involve making high-level decisions about the project, day-to-day project management, and input into the project. A project governance structure’s primary importance is ensuring that the project is completed successfully and meets the stakeholders’ needs. According to the Project Management Institute, a project governance structure is a typical framework that provides better reporting lines, i.e hierarchy and defined processes, accountability for proper decision-making, an project management tools. A project governance structure ensures consistency and allows stakeholders to have a say in managing the project and holding the project manager accountable to results. However, project governance structures may differ since some include an audit function while others  do not. 

Main roles within the project governance structure are:
· Project Owner - separate from stakeholders, the project owner is responsible for steering the project in the right direction, so that the results meet the client’s needs, values and expectations.
· Project Manager - responsible for running the project on an operational level, the project manager clarifies priorities and coordinates work.
· CTO - focused exclusively on the technical side of the project.
· Team Leaders - they organise tasks within smaller teams of designers or specific developers. 
· Stakeholders - they make decisions on the highest level: by defining needs, presenting expectations, and communicating changing business goals. 
· Steering Committee - generally speaking, this is a group of people, including the project manager and stakeholders, that monitors and approves the general progress of the project as well as the outcomes. 
2.2. Having a well-established governance structure brings a lot of benefits to the entire cooperation, particularly in teams of work efficiency and transparency. 
- less bottlenecks or hurdles in the decision making process because the procedures and division of responsibilities are clearly defined
- increased reliability and trust from clients since the risk of potential misunderstandings or communication issues are reduced to a minimum
- a better view into the progress of the projects due to the open and transparent attitude embraced by management on every level

More specifically, it can improve the performance of your business, help it become more stable and productive, and unlock new opportunities. It can reduce resks, and enable faster and safer growth. It can also improve reputation and foster trust. 

If a project lacks a governance structure, then it is easy to get stuck and lose your sense of direction.

The five principles of governance are responsibility, accountability, awareness, impartiality, and transparency.  

	Q3:
	What is a Project Initiation Documentation (PID)? Discuss various steps to create a project initiation document. Write your answer in 100-200 words. 
	Satisfactory response

	
	
	Yes 
	No 

	
A PID is a planning document or documentation that defines the project scope, its business case, risks, and other crucial details. It contains the basic information of the project such as context, scope, team, and collaboration. The purpose of a PID is to gather key planning information that will help steer the project in the right direction, gain approval from stakeholders and decision makers, and establish a clear plan for project delivery.

Steps to create a PID:
1. Provide the context
2. Define the Project Parameters
3. Define the Specifics
4. Define the Project Breakdown Structure and Resourcing Plan
5. Define Who’s Who
6. Identify your Risks, Assumptions, Issues and Dependencies
7. Share your Project Initiation Document



	Q4:
	Discuss various tools to monitor and control planned activity. Write your answer in about 350-400 words.
	Satisfactory response

	
	
	Yes 
	No 

	Adopting the right strategies for the project monitoring and control becomes important to ensure the seamless execution of projects as these tasks usually take place simultaneous to project execution. Done wrong, monitoring and control becomes intrusive and drag on productivity and efficiency. 

Monitoring and control techniques can be spit into three areas: project plan monitoring, project budject monitoring, monitoring through regular status and/or stage reporting and monitoring carried at different levels by the project team.

Project plan monitoring - Project Milestones
Monitoring the project milestones involves Identifying the Critical Path Activities and other major stages or decision points on the project and measuring progress against them. Milestones can be monitored using a table, features on Gantt chart or by producing a milestone slip chart. 

[image: ]
[image: ]

Project Tolerances
Monitoring of the schedule against pre-set limits or tolerances enables the level of corrective action to be appropriate to the extent of the deviation from the plan. It also provides a trigger to escalate slippage to the next level of authority within the project team. Tolerances can also be set for cost, scope and quality. 

Project budget monitoring and control
S Curve
The S curve shows trends in and the difference between the budget, actual and predicted spend. 

Earned Value Analysis (EVA)
Earned value analysis attempts to bridge the gap by anaswreing the question “looking at the project progress are we getting value for money?” 

Project Status and/or Stage Reporting
Project status reports are an essential tool for communicating project progress, effectively and succiently the project team, sponsors and stakeholders. They report the currect status of project activities, costs, risks, issues and schedule.

Project Team Reports
Reporting by the project team including the suppliers and the specialist teams will often give a good indication of any problem areas, provided reports give quality data and there is culture of openness and honesty about project progress. Reports can be formal and informal from phone calls and chats in the office to written reports. The Project Manager should watch for reports that give no measured indication of progress or give favourable impressions without any back up. 

Project Trends
By monitoring the level of project risk and the success of any risk mitigation the project manager can pick up on problematic areas in advance. If mitigating actions aren’t being taken it may indicate problems within the project team. 

Change Control
By monitoring the level of project change the project manager can pick up on issues that may affect the business and/or the critical success factors. Significant changes or a large number or requests for change may indicate creeping scope. It can also indicate problems within the project team in terms of decision-making or leadership. 

Monitoring by the Project Team
Monitoring at all levels in the project team enable effective decision-making by capturing detailed task level progress as well as broader picture high-level trends. For example: the team managers can monitor progress within their team on a particular product or element of a product this monitoring will be low level, but enable careful checking of progress against the Critical Path. The project board will monitor the environment outside the project and bring to the notice of the project manager any changes that affect the project. 

	Q5:
	Answer the following questions: 

5.1. Discuss the steps used in a range of methodologies to break project objectives into achievable project deliverables. Write your answer in 300-400 words. 

5.2. Discuss the different range of methodologies to break project objectives into achievable project deliverables in 300-350 words. 
	Satisfactory response

	
	
	Yes 
	No 

	5.1. The most common way this is done is by using a hierarchical tree structure. Each level of this structure breaks the project deliverables or objectives down to more specific and measurable chunks. 

For any output to be classified as a “deliverable” within a project, it has to meet a few citeria:
· It must be within the scope of the project
· Stakeholders - external or internal - must agree to it
· It must be the result of deliberate work
· It must have a definite role in accomplishing the project’s objective
The way you break down projects into tasks will largely depend on the type of project you’re doing. As a rough estimate, there are three ways to go about this:
1. Breaking down into phases - eg. Software development
2. Breaking down into categories - eg. Planning a conference
3. Breaking down into parts - eg. Section by section
However, not every project is clear cut, and a lot of them will be in-between these categories. 

The whole process consists of identifying what tasks that make up your project, their dependencies on one another, and the time constraints. 
In short, these are the steps you need to take to break down projects into tasks. 
1. Identify the tasks
2. Look at task dependencies
3. Set milestones
Completing a work breakdown structure is the quickest and most effective method of breaking down project objectives into clear and achievable project deliverables (WBS). WBS stands for work breakdown structure, and it is a deliverables-based hierarchical structure that breaks down objectives into the deliverables and sub-deliverables that are needed to achieve the objectives. It is similar to an organisational chart, with the exception that deliverables substitute the neames and duties of the personnel. A WBS should not be mistaken with a project schedule, which details the tasks and activities required to complete the project and create the deliverables. A WBS is a straightforward document that merely specifies the deliverables. In doing so, it clearly defines the scope of the project by include only deliverables that fall within the scope; any deliverables that are outside the scope or that are superfluous will cause misunderstanding and result in the waste of project resources. Inorder to ensure alignment between deliverables and objectives, it is critical that you check them. 

To guarantee that the deliverables you have established are reasonable and doable, you must first complete your work breakdown structure before proceeding to the next step. Deliverabels, like any goals and targets you set, must be SMART; that is, specific, measurables, attainable, realistic, and completed within a specified time limit. When sub-deliverables are completed, it will have an impact on the main deliverable because each sub-deliverable must be completed in order for the deliverable to be considered complete. You may also discover that deliverables have an affect on others, not necessarily in the sense of one relying on another for materials, but rather in the sense of requiring resources, bother human and technological, from another.
· The Scrum Methodology
· The Waterfall Methodology 
· The Lean and Six Sigma Methodologies 







	Q6:
	Explain the role of project life cycle stages, phases and structures relevant to industry and project context in 250-300 words.   
	Satisfactory response

	
	
	Yes 
	No 

	The project lifecycle is a way of viewing the entirety of a project that establishes the steps to complete a project, helps maintain focus and momentum, and creates better defined high-level stages of completion. The project management life cycle is usually broken down into four phases: initiation, planning, execution, and closure. These phases make up the path that takes your project from the beginning to the end. Some may also include a fifth “monitoring and controlling” phase between the executing and closing stages. By following each step, a project team increases the chance of achieving its goals. 

Phases, or stages, are very important for project managers. By thinking in terms of phases, you can ensure that the deliverables produced at the end of each phase meet their purpose, and that project team members (or sub-teams) are properly prepared for the next phase. 

A project structure provides the framework within which the development effort will be accomplished. Allows you to manage changes closely and with a detailed budget. A project phase can sometimes last months or even years, so a detailed breakdown of the work required is necessary to manage tasks and the workflow from one group to another. 

	Q7:
	Discuss the methodologies to conduct impact analysis in 300-400 words. 
	Satisfactory response

	
	
	Yes 
	No 

	The goal of impact analysis is to uncover all of the potential negative consequences and effects that the proposed change could have on the project as a whole. An effect study can be conducted by a single person for small adjustments and changes in small projects, and it does not require the participation of additional project team members. Information from all relevant project team members and departments should eb sought before making key decisions in multi-functional organisations. 

An impact analysis may include the following elements
· Comparison with project quality standards
· Project baselines are being reviewed in light of the proposed change
· Forecasting against the triple constraints (scope, time, and cost)
In order to conduct an effective and thorough impact analysis, there are several steps that must be taken:

Planning - if you are soliciting input from the larger project team (which is recommended for major decisions or when the change will affect multiple functions and departments), make sure that everyone involved in aware of the specifics of the proposed change and why it is being proposed. 

In order to make certain that all team members understand the proposed change, collect the negative affects that the change will have on each team member’s function and keep a record of all ideas. If this is done as a brainstorming session during a meeting with all function representatives, it may be necessary to establish a timeline in order to preserve the contributions in some semblance of chronological order. 
Consider categorising the impacts into distict project areas and functions. 

Culture and values of the organisation; team dynamics; orgainsational structure in teams of staffing; and work breakdown structure are all factors to consider. 
You must determine whether, and to what extent, each negative outcome will have an impact on other aspects of the project. 

Evaluate the impacts and their potential effects on the project’s triple constraints, project deliverables, project objectives and outcomes, and organisational objectives. You may discover that the proposed change is too significant to manage effectively and within the project’s triple constraints and time constraints. Making a fair and measured choice about whether the proposed change will have more negative consequences than the risk you are seeking to avoid is essential. Identifying how to manage the proposed change is essential if the decision is to proceed with the proposal. 

	Q8:
	What is a change request? Discuss four (4) key aspects to manage change requests. Write your answer in 300-400 words. 
	Satisfactory response

	
	
	Yes 
	No 

	A change request is a proposal for an alteration, addition to or reduction of scope from the original proposal. In project management, a change request often arises when the client wants an addition or alteration to the agreed-upon deliverables for a project. Such a change may involve an additional feature or customization or an extension of service, among other things. Because change requests are beyond the scope of the agreement, they generally mean that the client will have to pay for the extra resources required to satisfy them.

Collect of relevant information and supporting documentatrion 

It is important to know and understand all the relevant information prior to initilising a change request, this information may include drawings, specifacations, correspondence from the client etc. The request should outline why the change is required and what benefits the change will bring about, for example, better customer service, an improvement to a product etc.

Is the work Inside or outside the original Scope

Prior to initiating the Change request the project team must understand if the request is within the project scope or not.  This is aided by the collation of supporting documentation and information 

Approving or rejecting the Change request 

Using all of the information and analysis from the previous steps, you should now be able to make the decision as to whether to approve or reject the request. If you have a change request team and it is a relatively small change, the team should have the authority to approve or reject the change.

Plan the implementation 
If the decision is to reject the request, the person who submitted the request should be informed and the reason for rejection should be explained. If the change is approved, then the next step is to put the relevant plans into place to implement the change. This will involve allocating the tasks to the relevant team/resources.

	Q9:
	Discuss the following organisational documentation for recording strategies and goals for integration processes in 250-300 words. 
Project Charter
Work Breakdown Structure (WBS)
Risks and Issues Log
Change Request Management
	Satisfactory response

	
	
	Yes 
	No 

	1. A project charter specifies the aim of the project, as well as how it will be structured and executed from beginning to end. The vision, objectives, scope, and deliverables for the project are all described in depth in this document. The project team's and stakeholders' responsibilities are also outlined in this document.
2. WBSs (work breakdown structures) are the building blocks of good project management. They are a logical segmentation of a project into activities that serve as the foundation for effective project management. Afterwards, the project's management is carried out on a task-by-task basis.
3. issues will arise in all projects, and the issues log is the place where they must be noted and tracked down. The issues log details the issue number, describes the issue, prioritises the issue, classifies the issue and records the date of the resolution.
4. A change request is a proposal for an alteration, addition to or reduction of scope from the original proposal. In project management, a change request often arises when the client wants an addition or alteration to the agreed-upon deliverables for a project.







	Q10:
	What is a project management plan? How can we develop a project management plan? Write your answer in 300-400 words. 
	Satisfactory response

	
	
	Yes 
	No 

	A project management plan is a formal, approved document that defines how the project is executed, monitored and controlled. It may be summary or detailed and may be composed of one or more subsidiary management plans and other planning documents. The objective of a management plan is to define the approach to be used by the Project team to deliver the intended project management scope of the project. The project manager creates the plan following input from the project team and key stakeholders. The plan should be agreed and approved by at least the project team and its key stakeholders. The plan typically covers topics used in the project execution system and includes the following main aspects:


· Schedule Management
· Scope Management  
· Financial Management 
· Quality Management 
· Resource Management 
· Etc 

To develop a project management plan the following steps should be taken 

Identify and meet Stakeholders

A stakeholder is anyone who is affected by the results of your project plan. That includes your customers and end-users. Ensure you identify all stakeholders and keep their interests in mind when creating your project plan.

Set and Prioritise Goals 
Once you have a list of stakeholder needs, prioritize them and set specific project goals. These should outline project objectives or the metrics and benefits you hope to achieve. Write your goals and the stakeholder needs they address in your project plan so it's clearly communicated and easily shareable.

Define Deliverables 
Identify the deliverables and project planning steps required to meet the project's goals. What are the specific outputs you're expected to produce? Next, estimate the due dates for each deliverable in your project plan

Create a project Schedule 
Look at each deliverable and define the series of tasks that must be completed to accomplish each one. For each task, determine the amount of time it will take, the resources necessary, and who will be responsible for execution

Identify Issues and complete a risk Assessment 
When developing a project plan, you should know how to manage risk in a project and consider the steps you should take to either prevent certain risks from happening or limit their negative impact. Conduct a risk assessment and develop a risk management strategy to prepare.

Present to Stake Holders 
It's important you understand how to present a project effectively. Explain how your plan addresses stakeholders' expectations, and present your solutions to any conflicts.






Assessment Results Sheet  
	Outcome
		First attempt: 



Outcome (make sure to tick the correct checkbox):  

Satisfactory (S) ☐ or Not Satisfactory (NS) ☐

Date: _______(day)/ _______(month)/ _______(year)

Feedback: 











	Second attempt: 



Outcome (please make sure to tick the correct checkbox):  
Satisfactory (S) ☐ or Not Satisfactory (NS) ☐
Date: _______(day)/ _______(month)/ _______(year)
Feedback: 








	Student Declaration
	· I declare that the answers I have provided are my own work.  Where I have accessed information from other sources, I have provided references and/or links to my sources. 
· I have kept a copy of all relevant notes and reference material that I used as part of my submission. 
· I have provided references for all sources where the information is not my own. I understand the consequences of falsifying documentation and plagiarism. I understand how the assessment is structured. I accept that the work I submit may be subject to verification to establish that it is my own.
· I understand that if I disagree with the assessment outcome, I can appeal the assessment process, and either re-submit additional evidence undertake gap training and or have my submission re-assessed. 
· All appeal options have been explained to me.

	Student Signature
	


	Date 
	


	Trainer/Assessor Name 
	

	Trainer/Assessor Declaration
	I hold:

☐ Vocational competencies at least to the level being delivered
☐ Current relevant industry skills 
☐ Current knowledge and skills in VET, and undertake
☐ Ongoing professional development in VET

I declare that I have conducted an assessment of this student’s submission. The assessment tasks were deemed current, sufficient, valid and reliable. I declare that I have conducted a fair, valid, reliable, and flexible assessment.  I have provided feedback to the student.


	Trainer/Assessor Signature
	

	Date
	


	Office Use Only
	The outcome of this assessment has been entered into the Student Management System 

on _________________ (insert date) 

by (insert Name) __________________________________






Pre-Assessment Checklist: Task 2 - Skills Test 
	The purpose of this checklist

	The pre-assessment checklist helps students determine if they are ready for assessment. The trainer/assessor must review the checklist with the student before the student attempts the assessment task. If any items of the checklist are incomplete or not clear to the student, the trainer/assessor must provide relevant information to the student to ensure they understand the requirements of the assessment task. The student must ensure they are ready for the assessment task before undertaking it.

	Section 1: Information for Students 

	☐ Make sure you have completed the necessary prior learning before attempting this assessment. 
☐ Make sure your trainer/assessor clearly explained the assessment process and tasks to be completed. 
☐ Make sure you understand what evidence is required to be collected and how. 
☐ Make sure you know your rights and the Complaints and Appeal process. 
☐ Make sure you discuss any special needs or reasonable adjustments to be considered during the assessment (refer to the Reasonable Adjustments Strategy Matrix and negotiate these with your trainer/assessor). 
☐ Make sure that you have access to a computer and the internet (if you prefer to type the answers).
☐ Make sure that you have all the required resources needed to complete this Assessment Task (AT). 
☐ The due date of this assessment task is in accordance with your timetable. 
☐ In exceptional (compelling and compassionate) circumstances, an extension to submit an assessment can be granted by the trainer/assessor.  Evidence of the compelling and compassionate circumstances must be provided together with your request for an extension to submit your assessment work. 
☐ The request for an extension to submit your assessment work must be made before the due date.

	Section 2: Reasonable adjustments  

	I confirm that I have reviewed the Reasonable Adjustments guidelines and criteria as provided in Appendix A and attached relevant evidence as required and select the correct checkbox.
☐ I do require reasonable adjustment
☐ I do not require reasonable adjustment

	Declaration (Student to complete)
☐ I confirm that the purpose and procedure of this assessment task has been clearly explained to me. 
☐ I confirm that I have been consulted about any special needs I might have in relation to the assessment process. 
☐ I confirm that the criteria used for this assessment has been discussed with me, as have the consequences and possible outcomes of this assessment. 
☐ I confirm I have accessed and understand the assessment information as provided in the Student Handbook.
☐ I confirm I have been given fair notice of the date, time, venue and/or other arrangements for this assessment. 
☐ I confirm that I am ready for assessment.

Student Name: ______________________________________                      

Student Signature: ___________________________________ 



Assessment method-based instructions and guidelines: Skills Test 
	Assessment type 


	· Skills Test - Manage project integration

	Instructions provided to the student:

	Assessment task description:      


	· This is the second (2) assessment task you must successfully complete to be deemed competent in this unit of competency. 
· This assessment task is a Skills Test. 
· You must attempt all activities of the project for your trainer/assessor to assess your competence in this assessment task.

	Applicable conditions:         


	· This skill test is untimed and is conducted as an open book assessment (this means you are able to refer to your textbook or other learner materials during the test). 
· You will be assessed independently on this assessment task. 
· No marks or grades are allocated for this assessment task. The outcome of the task will be Satisfactory or Not Satisfactory.
· As you complete this assessment task, you are predominately demonstrating your skills, techniques and knowledge to your trainer/assessor. 
· Your trainer/assessor may ask you relevant questions during this assessment task

	Resubmissions and reattempts:  


	· Where a student’s answers are deemed not satisfactory after the first attempt, a resubmission attempt will be allowed.
· The student may speak to their trainer/assessor if they have any difficulty in completing this task and require reasonable adjustments.
· For more information, please refer to the Student Handbook.

	Location:


	· This assessment task may be completed in: 

☐ a classroom
☐ learning management system (i.e. Moodle),
☐ or an independent learning environment. 

· Your Trainer/Assessor will provide you with further information regarding the location for completing this assessment task.

	  Purpose of the assessment


	The purpose of this assessment task is to assess the student’s knowledge and skills essential to manage project integration in a range of contexts and industry settings.

· Skills to work closely with others to integrate all project management functions across a project life cycle according to organisational objectives
· Skills to negotiate with internal and external stakeholders
· Skills to create accurate project management documentation
· Skills to make suggestions for improvements to managing project integration in the future
· Skills to maintain established links to align project objectives with organisational objectives.


	Task instructions

	· This is an individual assessment. 
· This assessment task aims to integrate and balance overall project management functions and to align and track project objectives to comply with organisational goals, strategies and objectives.
· The trainer/assessor must assign a team to the student. The team will have the following stakeholders: 
· Supervisor
· Two (2) project team members 
· The trainer/assessor will assign the role of stakeholders to the staff members of the training organisation. 
· The student must document the outcomes using the templates provided. 
· The trainer/assessor must assess the student based on the performance checklists provided.





Assessment Task 2 - Skills Test 

Skills Test:

This assessment task requires you to integrate and balance overall project management functions and to align and track project objectives to comply with organisational goals, strategies and objectives. This includes:  
· Collaborating closely with others to integrate all project management functions throughout a project's life cycle in accordance with organisational goals
· Negotiating with both internal and external stakeholders
· Making precise project management documentation
· Making recommendations for future improvements to project integration management
· Maintaining established links in order to align project objectives with organisational goals. 
To do so, the student will be required to complete the following activities: 
· Activity 1: Establish project
· Activity 2: Undertake project planning and design processes
· Activity 3: Monitor project
· Activity 4: Review project
Workplace/simulated workplace requirements 
This assessment task will be completed at your training organisation. The training organisation must meet the following requirements: 
Requirements: 
The simulated workplace environment consists of: 
· Your training organisation as your workplace 
· Standard operating/workplace procedures. 
· Your trainer/assessor to provide you with assistance throughout the assessment activity. 
· Workplace equipment and materials: 
· Computers and internet 
· Workstation 
· Printer
· MS PowerPoint 
· Project management budgets and related documentation
· Project documentation, including information about life cycle processes. (Given in the case study) 

The simulated workplace environment must meet the following criteria: 
	Are there opportunities for students to:
	Yes/No/NA

	Follow standard operating/workplace procedures
	Select

	Use up-to-date software and equipment
	Select

	Work within stated timelines to meet deadlines
	Select

	Gain experience in the challenges and complexities of dealing with multiple tasks
	Select

	Experience prioritising competing tasks and dealing with contingencies
	Select

	Workplace environment to work with others in a team
	Select

	Safety processes relevant to the area of work
	Select

	Equipment, materials and business software packages specified in the simulated workplace requirements
	Select

	Workplace environment sufficient to work independently and manage workload
	Select




Case study: Creative Digitex
Introduction
Creative Digitex is a marketing company specialising in marketing, branding, interactive solutions, and visual communication across various platforms. Its staff oversees marketing projects from conception to completion, from ideation to digital strategy through UX, website design, and development.
The organisation further writes persuasive content in the following forms based on the creative brief provided. 
· Digital 
· Magazine articles 
· Website advertisements 
· Blogs 
· Videos 
· E-books 
· Brochures 
· Audio 
The organisation have existing policies and procedures relating to copyright that each content designer, content writer or copywriter must comply with. 
Policies and procedures relating to copyright
	Overview 
Copyright refers to the owner’s exclusive rights to publish, copy, adapt, broadcast, and perform content found in literary, dramatic, musical, and creative works, as well as computer software, sound recordings, films, and broadcasts.
According to the Copyright Act, the owner is usually the author or creator of the copyrighted material, although it can also be another person or legal body. The organisation’s policy on Intellectual Property addresses copyright ownership issues.
There are some exceptions to the prohibition on using another’s copyright. The owner may permit or licence another to exercise the copyright, or the law may allow some copyright exercise, either for free or in exchange for equitable payment to the copyright owner.
This article aims to provide broad guidelines on the types of copying that can be done legally within the company.
Policy
The organisation must comply with the terms of the Copyright Act 1968 and any relevant copyright agreement(s) currently in effect when copying copyright material.
Legislative Requirements
The Copyright Act of 1968 governs the organisation’s activities.
Infringement of Copyright
It is explicitly banned to use organisation equipment, facilities, and/or premises for a purpose that infringes on copyright. Under the Copyright Act, everyone who commits such an infringement is personally accountable. The organisation may also be found liable.
Use of Copyright without Infringement
Voluntary Licence
The copyright owner may freely or under licence authorise another to use one or more of the exclusive rights. These licences should be strictly followed; for example, a computing software licence may be limited to a specific site, person, machine, or purpose.
For copywriters: 
· When writing web ad copy, keep in mind any legal or ethical limits.
· Be aware of legislation and legislative instruments that are relevant to the copywriting process, both directly and indirectly;
· Before beginning the design process, write down these limitations, including their most important stipulations.
· Demonstrate strong corporate citizenship throughout the copywriting process’ lifespan.



Ethical considerations
	Ethical Requirements
	Explanation 

	Advocacy 
	Only objective and neutral information should be included in the copy.

	Decent content
	The content is designed to sell a skincare product that people are more likely to use.

	Subliminal promotion
	There should be no hidden signals in the copy that cause people to consume things irrationally.

	Appropriate language
	Insulting and abusive language that makes people feel resentful or embarrassed should not be used in the copy.

	Honesty 
	When describing the benefits, the copy should be accurate and truthful.



Legislative requirements 
	Legislations/standards 
	Key provisions 

	· Age discrimination act  2004
· Disability discrimination Act 1992
· Racial discrimination act 1975
· Sex discrimination act 1984
· Australian Human Rights Commission Act 1986
	Age, disability, race, colour, nation, descent, ethnic origin, immigration status, religion, beliefs, cultural background, gender, sexual orientation, intersex status, marital or relationship status should not be included in a content writer’s copy.

	Copyright Act 1988
	Text, artistic work, databases, journals, music, computer programs, media broadcasts, and other types of creative works may be referred to as assets in a copy.

	Broadcasting Services Act 1992
	The following are some of the key objectives of this Act:
· Protecting children from improper online content; 
· Broadcasting content that is detrimental to children through any media channel.


Organisational policies and procedures and style guide 
	Organisational policies and procedures and style guide 
The organisation requires that complex documents are presented in a clear, concise, and consistent manner.
When preparing any complex document, you must follow the guidelines in this style guide for shortened forms, capitals, hyphens, punctuation, en rules, bullets, quotations, and italics. These guidelines apply whether your target audience is internal or external and whether your output is hard-copy or electronic.

Document purpose 
Before starting to write, it is useful to ask yourself: 
· To whom am I writing?
· How much information do they need to know?
· What must information be conveyed?
· What medium will best meet the needs of the audience?
Using plain English 
Techniques that will help you to communicate in plain English include: 
· Writing in short sentences with no more than two printed lines
· Arranging your documents so that the most important information comes first, followed by the details 
· Always thinking about your readers and tailoring your writing to their needs rather than your own
· Using short, familiar words where they match your meaning, rather than adorning text with long words to sound impressive
· Utilising the same language as you would in a personal letter
· Paying equal attention to design and layout as well as language
· Writing in the active voice entails putting the agent of the action before the action (for example, ‘we do it,’ rather than ‘we do it’).
· Utilising a large number of first and second-person pronouns (I, we, you), particularly in letters or reports
· Avoiding the use of unnecessary capital letters
· Avoiding archaic words such as ‘heretofore,’ ‘herein,’ and ‘aforementioned.’
Avoid jargon
Jargon is a technical or specialist language unique to a profession or group that is understood by those on the inside but is often incomprehensible or meaningless to outsiders.
It can take many forms, such as acronyms like ‘RUN,’ ‘EFTSL,’ or ‘AB,’ unfamiliar phrases like ‘capacity building,’ or conventional words with special meanings like ‘accreditation.’ 
If you cannot avoid terms that are likely to be unfamiliar to your audience, clearly explain to them when they are first used or list them in a glossary for a report or add them to the Definitions Dictionary in the case of a policy or procedure.
Use non-discriminatory (inclusive) language 
Individuals and groups can be discriminated against based on their gender, race or ethnic origin, physical or intellectual disability, sexual preference, or age. To avoid discriminatory expressions, rewriting or recasting a sentence may be a better solution than substituting words.
Consider tables and charts 
Tables are used to display numerical data that would be difficult to comprehend if presented solely in words. 
Good images help to communicate your thoughts by adding immediacy, focusing attention, stimulating interest, and saving words. The use of graphics should aid the audience in comprehending your message. A chart usually has one of two functions: it provides a specific example of a general idea being explored in the text or summarises a body of information being discussed in the text.
Graphics should never be an afterthought when it comes to writing; instead, plan ahead to utilise them properly. Make sure that your text and graphics go well together. It’s a waste of time to duplicate information in text, images, and tables.
Tables and figures should be numbered and labelled, and they should be referred to by their numbers. Use the following convention to place a table title before the table and a figure title after the figure: 
· Table 1: (bold text, before table) 
· Figure 1: (bold text, after figure) 
To improve accessibility by the vision impaired, all graphics should be labelled with “alternative text.” For instructions on how to achieve this, see ‘Instructions for Writing a Policy.’
Spelling
Policy and procedure documents are to be written in Australian English. The Macquarie Dictionary should be used to check the spelling.
Common errors include using the letter ‘z’ instead of the letter ‘s’, for example, in an organisation and deleting the letter ‘u’ in words that end in ‘our’ such as neighbour and colour.
Font
Size 10 black Verdana font is required for policy and procedure documents.
Size 8 black Verdana Templates will offer you the perfect size for headers and other elements.
Style guide
Purpose of the style guides 
The purpose of the style guides is to help the employees to prepare the organisation’s documentation consistent with the corporate organisational style. 
The below-given style guides apply to the following documents: 
· Company procedures 
· Safety checklists
· Advertisement document 
Writing style
The writing style should be concise, professional and visually appealing. 
Hyperlinks
· Use title hyperlink before inserting the hyperlink. 
· The web hyperlinks should be accurate. 
· Each hyperlink must initiate with http://……
Page margins: 
· Left margin: 2.4 cm 
· Right margin: 2.4 cm
· Header and footer: 1.25 cm 
Line spacing
· 1.15
Paragraph
· Include spacing after paragraph 
Layout: 
Bullets
· First level indent-left: 0.64 cm  
· Second level indent-left: 1.91 cm  
· Second level indent-left: 3.18 cm  
· Spacing after: 8pt
Style attributes
	Style
	Font
	Size
	Characteristics

	Bullet 
	Verdana 
	10
	Normal

	Numbering 
	Verdana
	10
	Normal

	Header and Footer 
	Verdana
	7
	Normal

	Table text 
	Verdana
	10
	Normal 

	Title 
	Verdana
	18
	Bold, Uppercase

	Heading 1
	Verdana
	13
	Bold, Italic

	Heading 2
	Verdana
	11
	Bold, Italic 

	Graphic, diagram and table captions
	Verdana
	10
	Underlined, Italic


Borders: 
· All table outlines should be black and bold. 
· Inner border lines should be grey.


New project
Creative Digitex has received a new project to develop an advertising campaign in response to an advertising brief for Shoe Universe’s advertising marketing campaign. The objectives of the advertising campaign are as follow: 
· To promote its business 
· To build a good reputation of its brand 
· For better customer relationships 
· Shares, likes and comments for an online business' social media efforts
· Launching the advertisement campaign over a range of media options, including the following: 
· Social media advertisements that promote the brand message to its target market 
· Newsletters 
· Magazines advertisements 
· Communicate the benefits of your product or service
· Solicit customers through a direct response campaign
· Support a marketing event, such as a sale or an exhibition
Organisational goals, objectives and strategies: 
· Increase lead quality of the clients.
· Increasing the probability that the sales team closes a higher percentage of deals. 
· KPI: Number of fit prospects, in other words, those marketing automation identifies as correct-fit prospects.
· Increase the customer lifetime value of the clients. 
· Increasing the average amount each customer spends on the organisation. 
· KPI: Percentage increase on average client spend.
· Increase positive product reviews of the clients. 
· Promoting a positive brand image and providing quality products.  
· KPI: Customers likely to recommend you.
The advertising brief is given below: 
	Advertising brief: Shoe Universe



Brand statement 
[bookmark: _Hlk76559756]‘Shoe Universe’ is a lifestyle brand that sells shoes, eyewear, clothing and watches for both men and women. 
[bookmark: _Hlk76559815]Campaign context and background 
Shoe Universe’ history is focused on developing comfortable and lightweight shoes. The organisation strives to evolve Shoe Universe renowned comfort by bringing the most advanced technologies available in footwear today. 
[bookmark: _Hlk76559849]The organisation wants to launch an advertising marketing campaign. The advertising marketing campaign will attract customers by discussing the key characteristics of shoes, i.e., comfort and style. 
Target market 
Males and females between the age group 30-50 years prefer comfort and style. People wearing these shoes should need to feel natural, relaxed, authentic, with a young spirit and healthy. 
Advertising objective 
A new campaign to increase brand awareness and demand for Shoe Universe shoes. 
Customer message 
Shoes made for your comfort and lifestyle. 
Key customer benefits 
Provides comfort and style that touches the lives and imaginations. 
Benefit support 
· Shoe Universe strives to provide comfortable shoes that provide relaxation. 
· Soft-foam footbed with contoured arch to provide better grip and elegant designs. 
· Focus on environmental sustainability. 
Competitors 
Allencooper, Nike, Asics, Puma, Addidas and others. 
Advertising tone 
Trustworthy, comfortable, durable, innovative, modern. 
Advertising medium 
Magazines advertisements and social network advertisements. 
Mandatory elements 
· Read product image
· Attention drawing text or taglines 
· Values and benefits 
Budget and timelines 
Estimated Duration: six months
Estimated cost: $50,000
Expenses: 
· Total hours of work: 80 
· Labour cost: $50/hour 
· Magazine advertisement cost: $6,000
· Newsletter and magazine advertisement content proofreading: $4,000


Project details: 
Project Scope 
To develop the project advertisement campaign for the shoe universe 
Project objectives: 
· Successful development and implementation of all project procedures 
· Productive guidance, efficient communication and apt supervision of the projects team 
· Optimisation of required inputs 
· Production of a complete project which follows the client's needs and objectives 
Project phases:
The project manager and project team have one shared goal: 
· To carry out the work of the project to meet the project’s objectives. 
The project will have a beginning, a middle period during which activities move toward completion, and an ending (either successful or unsuccessful). 
A standard project will have the following four major phases: 
· Initiation 
· Planning 
· Implementation 
· Closure 
Initiation 
Steps for the initiation phase may include the following: 
· Figure out the objectives for your project 
· Determine whether the project is feasible, and 
· Identify the major deliverables for the project. 
· Identify project stakeholders 
· Developing a statement of work 
Planning 
Steps for the initiation phase may include the following: 
· Creating a project plan 
· Creating workflow diagrams 
· Estimating budget and creating a financial plan 
· Gathering resources 
· Anticipating risk
Execution 
Steps for the execution phase may include the following: 
· Creating tasks and organizing workflows: 
· Briefing team members on tasks 
· Communicating with team members, clients, and upper management 
· Monitoring quality of work 
· Managing budget 
Closure 
· Steps for the project closure phase may include the following: 
· Analysing project performance 
· Analysing team performance 
· Documenting project closure 
· Conducting post-implementation reviews 
· Accounting for used and unused budget
Creative, media and production requirements
The creative media and production team will take the following time to develop advertisements for social media and magazines:
· Planning of content for the following documents: 15 days
· Social media advertisements 
· Newsletter 
· Magazine advertisement
· Development of newsletter and magazine advertisement i.e., 15 days
· Responsibility: Digital marketing copywriter and Team leader 
· Development of newsletter and magazine advertisement content: 15 days 
· Responsibility: Digital Marketing Executive and Digital marketing copywriter
Project team members 
You are the project practitioner for this project. Your team have the following members: 
· Digital marketing copywriter
· Digital Marketing Executive
· Team leader/Project Manager (Online Marketing)
The roles and responsibilities of team members are as follow: 

	Roles and responsibilities
Team leader/Project Manager (Online Marketing)
· Activity and resource planning. 
· Organizing and motivating a project team. 
· Controlling time management. 
· Cost estimating and developing the budget. 
· Ensuring customer satisfaction. 
· Analysing and managing project risk. 
· Monitoring progress.
Digital Marketing Executive
· Develop and manage digital marketing campaigns
· Manage the organisation’s website
· Optimise content for the website and social networking channels such as Facebook, Twitter, Instagram, Google Plus, etc
· Track the website traffic flow and provide internal reports regularly
· Fix any error in online content and arrange webinars and webcasts
· Attend networking events and product launches.
· Identify new digital marketing trends and ensure that the brand is in front of industry developments.
· [bookmark: _Hlk56594791]Work on SEO of the website pages.
· Edit and post content, videos, podcasts, and audio content on online sites
· Promote the company’s products and services in the digital space.
· Execute social media efforts to improve KPIs, likes, shares, tweets, etc.
[bookmark: _Hlk56586978]Digital marketing copywriter 
Here are the job digital marketing roles and responsibilities of a digital copywriter:
· Tailor the content and style of writing assignments according to their purpose, like sell or inform.
· Understand the target audience because content writing is not for clients. It’s for the readers. So, a copywriter should understand the interests of the target audience.
· Work with a different team to ensure quality results and quality visual elements complement the words.
· Identifying interesting and fresh angles every time for an article
· Write for blogs, web pages, social media, eBooks, slogans, and video scripts.
· Assist with the business pitches to win new clients and projects.
· Provide digital content such as video, infographics, and images, etc.



Your role and responsibilities 
You are a project manager for the above-given project. As part of your job role, you havethe following responsibilities:   
Your responsibilities during the project are as follow: 
· Identify, clarify, and prepare project start-up documentation.
· Identify stakeholders with project decision-making authority.
· Determine the client's requirements and needs.
· Determine the relationship between the project and the organization's overall strategies and goals.
· Agree on and document the project's objectives, outcomes, and benefits.
· Create a project governance structure that includes stakeholders and project authority.
· Create and submit a project charter for approval by the appropriate authorities.
· Establish project goals.
· Determine project stages and key requirements for stage completion in accordance with client requirements and project objectives.
· Examine project management functions to determine interdependencies and the effects of constraints.
· Create a project management plan that incorporates all project-management functions, as well as associated plans and baselines.
· Create tools for monitoring and controlling planned activity.
· Negotiate project plan approval with relevant stakeholders and project authority.
· Implement and monitor the project in accordance with the project scope, timeline, and budget.
· Work with relevant stakeholders to resolve conflicts that are impeding the achievement of project objectives.
· Ensure that project records are updated against project deliverables at the appropriate intervals.
· Analyse and submit project progress status reports, as well as identify issues with relevant stakeholders and project authorities.
· Analyse and submit for approval an impact analysis of change requests.
· Keep relevant project logs and registers for project auditing purposes.
· Determine and allocate project completion activities.
· Ensure that project products and associated documentation are ready for handover to the client on time.
· Complete your financial, legal, and contractual obligations.
· Seek feedback on project implementation, management, and integration from relevant stakeholders and project authorities.
· Keep track of any feedback you receive in order to improve future projects.



Project:
[bookmark: _Hlk72750258]This assessment task requires you to integrate and balance overall project management functions and to align and track project objectives to comply with organisational goals, strategies and objectives. This includes:  
· Collaborating closely with others to integrate all project management functions throughout a project's life cycle in accordance with organisational goals
· Negotiating with both internal and external stakeholders
· Making precise project management documentation
· Making recommendations for future improvements to project integration management
· Maintaining established links in order to align project objectives with organisational goals. 
To do so, the student will be required to complete the following activities: 
· Activity 1: Establish project
· Activity 2: Undertake project planning and design processes
· Activity 3: Monitor project
· Activity 4: Review project
Note: 
· The trainer/assessor will take on the role of Supervisor or assign a staff member in the role of Marketing Manager. 
· Each student will be assessed individually for all assessment activities. 
Roles and responsibilities: Trainer/assessor: 
· Assign a team to the student. The team will have the following stakeholders: 
· Supervisor
· Two (2) project team members 
· The trainer/assessor will assign the role of stakeholders to the staff members of the training organisation. 
· Assist you in understanding the task requirements
· Provide you information about job roles and responsibilities
· Supervise you completing the assessment task and requirements
Timeframe to complete the project: 
[bookmark: _Hlk96673671]You have two (2) weeks to complete the project. To be negotiated with the trainer.


Task requirements 
· You will be assessed on your technical knowledge and skills to complete this project.
· You will be assessed on working in a team environment and meeting your job role and responsibilities.
· You must follow the instructions provided by the trainer/assessor.  
· The task must be completed in the specified timeframe.
Your trainer/assessor will supervise and observe you completing the above activities. 


Activity 1: Establish project
This activity requires you to establish the project given in the case study. 
To do so, you are required to: 
· Complete the steps given below. 
· Complete the template/s associated with each step. 
· Submit the completed templates to the trainer/assessor. 

Step 1: Identify, clarify and develop project initiation documentation using Template 1. 
· Analyse the information regarding the project given in the case study.  
· Develop project initiation documentation using Template 1. Include the following information in the project initiation document: 
· Project scope 
· Project objectives 
· KPIs to measure project objectives 
· Key milestones 
· Clarify the project initiation document prepared with the Supervisor. 

[bookmark: _Hlk76643336]Step 2: Determine project stakeholders with decision making authority on project.
· Identify who will be the project stakeholders with decision making authority on project and document using Template 2. 
· Analyse the project stakeholders roles and responsibilities and document using Template 2.

Step 3: Establish client requirements and needs. 
· Evaluate the information given in the case study.
· Determine and establish client requirement and needs. 
· Document the  client requirement and needs using Template 3.

Step 4: Determine the relationship between the project and the broader organisational strategies and goals. 
· Analyse the information regarding the project given in the case study.  
· Determine the relationship between the project and the broader organisational strategies and goals.
· Document the relationship between the project and the broader organisational strategies and goals using Template 4. 

Step 5: Negotiating and documenting project objectives, outcomes and benefits.
· Collaborate with the team members. 
· Discuss the project initiation document with the team members assigned, including the following: 
· Project scope 
· Project objectives 
· KPIs to measure project objectives 
· Key milestones
· Negotiate on the following and document using Template 5: 
· Project objectives
· Project outcomes 
· Project benefits

Step 6: Establish project governance structure with stakeholders and project authority. 
· Collaborate with the team members and Supervisor assigned and establish a project governance structure. 
· Develop a project governance structure using Template 6. Include the following information in the project governance structure: 
· Roles and responsibilities of the project team members in project governance.  
· Rules related to project governance 
· Procedures for implementation of project governance

Step 7: Assist in the creation of a project charter for approval.  
· Analyse the information given in the case study. 
· Collaborate with the team members and develop project charter for approval using Template 7. 
· Brief description: Include a few sentences that explain why you want to do this project and what you hope to accomplish.
· Scope: This answers the question, “What is being produced by the project?” Provide an overview of services, products, or results that you plan to develop.
· Stakeholders: The stakeholders are the people you’ve been working with to create the project charter.
· Goals/deliverables
· Roles and responsibilities: This covers who is going to do what and identifies the team's responsibilities.
· Project budget 
· Constraints and Assumptions: What are the project’s known and unknown parameters at this point?
· Success Measurements/ROI: Establish how you will define project success.

[bookmark: _Hlk96692010]Template 1: Project initiation document 
	Project initiation document (200-300 words)

	Project scope

	

	Project objectives

	

	KPIs to measure project objectives

	

	Key milestones

	





Template 2: Project stakeholders
	Project stakeholders (200-300 words)

	Project stakeholders with decision making authority

	

	Project stakeholders’ roles and responsibilities

	




Template 3: Client requirements and needs
	Client requirements and needs (150-200 words)

	



Template 4: Relationship between the project and the broader organisational strategies and goals
	Relationship between the project and the broader organisational strategies and goals (150-200 words)

	




Template 5: Negotiation outcomes  
	Negotiation outcomes (150-200 words)

	Project objectives

	

	Project outcomes 

	

	Project benefits

	



Template 6: Project governance structure
	Project governance structure (150-200 words)

	Roles and responsibilities of the project team members in project governance

	

	Rules related to project governance

	

	Procedures for implementation of project governance

	





Template 7: Project charter
	Project charter (500-600 words)

	Brief description: Include a few sentences that explain why you want to do this project and what you hope to accomplish.

	

	Scope: This answers the question, “What is being produced by the project?” Provide an overview of services, products, or results that you plan to develop

	

	Stakeholders: The stakeholders are the people you’ve been working with to create the project charter.

	

	Goals/deliverables

	

	Roles and responsibilities

	

	Project budget 

	

	Constraints and Assumptions: What are the project’s known and unknown parameters at this point?

	

	Success Measurements/ROI: Establish how you will define project success.

	



Performance Criteria/Performance Checklist: Activity 1
	[bookmark: _Hlk96692037]This task must address the following performance criteria/ performance checklist. 

	To be assessed as satisfactory (S) in this assessment task, the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	Identified, clarified and developed project initiation documentation. 
· Analysed the information regarding the project given in the case study.  
· Developed project initiation documentation. Included the following information in the project initiation document: 
· Project scope 
· Project objectives 
· KPIs to measure project objectives 
· Key milestones 
· Clarified the project initiation document prepared with the Supervisor. 
			

	Determined project stakeholders with decision making authority on project.
· Identified who will be the project stakeholders with decision making authority on project. 
· Analysed the project stakeholders’ roles and responsibilities.
			

	Established client requirements and needs. 
· Evaluate the information given in the case study.
· Determine and establish client requirement and needs. 
· Document the client requirement and needs.
			

	Determined the relationship between the project and the broader organisational strategies and goals. 
· Analysed the information regarding the project given in the case study.  
· Determined the relationship between the project and the broader organisational strategies and goals.
· Documented the relationship between the project and the broader organisational strategies and goals. 
			

	Negotiated and documented project objectives, outcomes and benefits.
· Collaborated with the team members. 
· Discussed the project initiation document with the team members assigned, including the following: 
· Project scope 
· Project objectives 
· KPIs to measure project objectives 
· Key milestones
· Negotiated on the following: 
· Project objectives
· Project outcomes 
· Project benefits
			

	Assisted in the creation of a project charter for approval.  
· Analysed the information given in the case study. 
· Collaborated with the team members and develop project charter for approval using Template 7. 
· Brief description: Include a few sentences that explain why you want to do this project and what you hope to accomplish.
· Scope: This answers the question, “What is being produced by the project?” Provide an overview of services, products, or results that you plan to develop.
· Stakeholders: The stakeholders are the people you’ve been working with to create the project charter.
· Goals/deliverables
· Roles and responsibilities: This covers who is going to do what and identifies the team's responsibilities.
· Project budget 
· Constraints and Assumptions: What are the project’s known and unknown parameters at this point?
· Success Measurements/ROI: Establish how you will define project success.
			


	The student’s performance was:
	 Not satisfactory
 Satisfactory

	Feedback to student:


	Student signature
	 

	Observer signature
	 





Activity 2: Undertake project planning and design processes
This activity is a continuation of Activity 1.
This activity requires you to undertake project planning and design processes. 
To do so, you are required to: 
· Complete the steps given below. 
· Complete the template/s associated with each step. 
· Submit the completed templates to the trainer/assessor. 

Step 1: Establish project objectives
· Analyse the information given in the case study and outcomes of Activity 1. 
· Collaborate with the team members and develop project budget using Template 8. 

Step 2: Determine project stages and key requirements for stage completion in accordance with client requirements and project objectives.
· Determine different stages in project management life cycle and document using Template 9. 
· Determine the key requirements for each stage completion against client requirements and project objectives 

Step 3: Examine project management functions to determine interdependencies and the impact of triple constraints.
· Assess the project management functions related to the project given in the case study. 
· Determine interdependencies of the project management functions and the impact of the following constraints using Template 10. 
· Cost
· Scope and quality
· Time.

Step 4: Create a project management plan that incorporates all project-management functions, as well as associated plans and baselines. Follow the guideline provided when preparing project management plan. 
· The project management plan must be prepared using Template 11. 
· Word-limit to prepare the project management plan is 600-800 words. 
· The project management plan must include the following information: 
· Purpose of the project 
· Assumptions/contraints 
· Project schedule and milestones including significant aspects such as: 
· Phases
· Stages
· Decision making.
· Scope baseline. 
· What is the project outcome expected to be?
· What are the deliverables, along with key milestones and the approach to delivery?
· The business need for the project deliverables and what business problem they solve? 
· Schedule and cost baselines 
· Identifying the resources for each task.
· Estimating how long each task will take to complete.
· Estimating the cost of each task. 
· Using the tasks list and estimates to develop the schedule.
· Quality management 
· Change control management 

Step 5: Create two (2) tools for monitoring and controlling planned activity and document using Template 12.
· Develop two (2) tools for monitoring project activities planned in Step 4. 
· Discuss the steps for implementation of each tool for monitoring and controlling planned activity and document using Template 12. 

Step 6: Negotiate project plan approval with relevant stakeholders and project authority.
Arrange a meeting with the following stakeholders and project authority. 
· Supervisor.
· Team members 
The trainer/assessor must observe the student conducting the meeting. 
The trainer assessor must further brief the student and the staff members of their roles and responsibilities and script to be followed before the meeting. 
The roles and responsibilities are as below: 
	Roles and responsibilities (Student/Project Manager) 
· Discuss the following with the potential collaborators. 
· Purpose of the project 
· Assumptions/contraints 
· Project schedule and milestones 
· Scope baseline. 
· Schedule and cost baselines 
· Quality management 
· Change control management
· Use listening and questioning to confirm and clarify understanding. 
· Conduct the meeting based on the ‘Script’ provided. 
Roles and responsibilities (Potential collaborators) 
· Participate in open and honest discussions.
· Participate in the meeting using following the script provided. 


To conduct the meeting, you must follow the meeting process and the meeting script provided below. 
Meeting process: 
	
Before the meeting 
	1. Create a meeting agenda.
· Confirm the meeting time and place with the trainer/assessor. 
· Use the meeting agenda template provided to prepare the meeting agenda. 
2. E-mail the meeting participants’ presentation and meeting agenda and request confirmation for the meeting.

	
During the meeting 
	1. Welcome the participants 
2. Conduct the meeting based on the ‘Meeting script’ provided.
3. Clarify the understanding of the participants.

	
After the meeting
	1. Summarise the agreed outcomes using the meeting minutes template provided. 



Meeting script: Meeting 1
	Script: Meeting (Student/Project Manager)  
The (Student/Project Manager) will discuss the following with the internal stakeholders: 
· Purpose of the project 
· Assumptions/contraints 
· Project schedule and milestones 
· Scope baseline. 
· Schedule and cost baselines 
· Quality management 
· Change control management  
The Student/Project Manager will further: 
· Clarify the understanding of the internal stakeholders. 
· Answer the questions asked by the stakeholders. 
· Negotiate project plan and gain approval.

	Script for stakeholders: 
	Note: The stakeholders will discuss the following with the Project Manager: 
1. How does the project management plan align with the organisational objectives? 
2. What monitoring and evaluation strategies will be used to monitor and control the project?





[bookmark: _Hlk96692152]Template 8: Project budget
	Project budget

	





Template 9: Project stages and key requirements for stage completion
	Project stages and key requirements for stage completion (300-400 words)

	Different stages in project management life cycle

	

	Key requirements for each stage completion against client requirements and project objectives

	




Template 10: Examine project management functions to determine interdependencies and the impact of triple constraints
	Examine project management functions to determine interdependencies and the impact of triple constraints (200-300 words)

	Interdependencies of the project management functions and the impact of the following constraints. 
· Cost
· Scope and quality
· Time.

	




Template 11: Project management plan
	Project management plan (500-600 words)

	Purpose of the project

	

	Assumptions/constraints

	

	Project schedule and milestones including significant aspects such as: 
· Phases
· Stages
· Decision making.

	

	Scope baseline. 
· What is the project outcome expected to be?
· What are the deliverables, along with key milestones and the approach to delivery?
· The business need for the project deliverables and what business problem they solve?

	

	Schedule and cost baselines 
· Identifying the resources for each task.
· Estimating how long each task will take to complete.
· Estimating the cost of each task. 
· Using the tasks list and estimates to develop the schedule.

	

	Quality management

	

	Purpose of the project

	

	Change control management

	



Template 12: Tools for monitoring and controlling planned activity
	Tools for monitoring and controlling planned activity (200-300 words)

	Two (2) tools for monitoring and controlling planned activity

	

	Steps for implementation of each tool for monitoring and controlling planned activity

	





Meeting minutes: 
	Meeting Minutes:
	

	Date of Meeting:  (MM/DD/YYYY)
	
	Time:
	

	Minutes Prepared By:
	
	Location:
	

	1. Meeting Objective

	

	2. Attendance at Meeting 

	Name
	Department/Division
	E-mail
	Phone

	
	
	
	

	
	
	
	

	
	
	
	

	3. Agenda and Notes, Decisions, Issues 

	Topic
	Owner
	Time

	
	
	

	
	
	

	
	
	

	4. Action Items   

	Action
	Owner
	Due Date

	
	
	

	
	
	

	
	
	

	
	
	

	5. Next Meeting (if applicable)

	Date: (MM/DD/YYYY)
	
	Time: 
	
	Location: 
	

	Objective: 
	


Meeting agenda template: 
	Meeting/Project Name:
	

	Date of Meeting:  (MM/DD/YYYY)
	
	Time:
	

	Meeting Facilitator:
	
	Location:
	

	1. Meeting Objective

	

	2. Attendees 

	Name
	Department/Division
	E-mail
	Phone

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	3. Meeting Agenda 

	Topic
	Owner
	Time

	
	
	

	
	
	

	
	
	

	4. Pre-work/Preparation (documents/handouts to bring, reading material, etc.)

	Description
	Prepared by

	
	

	
	

	
	

	
	


Performance Criteria/Performance Checklist: Activity 2
	[bookmark: _Hlk96692174]This task must address the following performance criteria/ performance checklist. 

	To be assessed as satisfactory (S) in this assessment task, the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	Established project objectives
· Collaborated with the team members and develop project budget. 
			

	Determined project stages and key requirements for stage completion in accordance with client requirements and project objectives.
· Determined different stages in project management life cycle. 
· Determined the key requirements for each stage completion against client requirements and project objectives 
			

	Examined project management functions to determine interdependencies and the impact of triple constraints.
· Assessed the project management functions related to the project given in the case study. 
· Determined interdependencies of the project management functions and the impact of the following constraints. 
· Cost
· Scope and quality
· Time.
			

	Created a project management plan that incorporates all project-management functions, as well as associated plans and baselines. Followed the guideline provided when preparing project management plan.
			

	Created two (2) tools for monitoring and controlling planned activity.
· Developed two (2) tools for monitoring project activities planned in Step 4. 
· Discussed the steps for implementation of each tool for monitoring and controlling planned activity.
			

	Negotiate project plan approval with relevant stakeholders and project authority.  
· Discussed the following with the potential collaborators. 
· Purpose of the project 
· Assumptions/contraints 
· Project schedule and milestones 
· Scope baseline. 
· Schedule and cost baselines 
· Quality management 
· Change control management
· Used listening and questioning to confirm and clarify understanding. 
· Conducted the meeting based on the ‘Script’ provided. 
			


	The student’s performance was:
	 Not satisfactory
 Satisfactory

	Feedback to student:


	Student signature
	 

	Observer signature
	 




Activity 3: Implement and monitor project
This activity is a continuation of Activity 2.
This activity requires you to implement and monitor project given in the case study. 
	Guidelines for Activity 3: 
· This activity will take place during the implementation phase of the project. 
· The timeline to complete the implementation phase of the project is one month. 
· During the implementation phase of the project, the student will work with the team members assigned and develop an advertising campaign that includes the following:
· Social media advertisements that promote the brand message to its target market 
· Newsletters 
· Magazines advertisements 
· At the end of the implementation phase, the project team must submit the following documents to the trainer/assessor. 
· Social media advertisements that promote the brand message to its target market 
· Newsletters 
· Magazines advertisements 
· The student will prepare a status report on the project each week for a period of one month. 



To complete this activity, you are required to: 
· Collaborate with the stakeholders/team members and complete the steps given below. 
· Complete the template/s associated with each step. 
· Submit the completed templates to the trainer/assessor. 

Step 1: Prepare, maintain and update status reports on project progress and identified challenges.
· Collaborate with the team members assigned. 
· Prepare a weekly project status report on project progress and identified challenges for a period of one month.
· For each weekly project status report for a period of one month, include the following information using Template 13: 
· Reporting period 
· Project title 
· Project manager 
· Project milestones 
· Status 
· Baseline completion date 
· Challenges identified 
Note: Step 2 will be completed after 15 days of implementation. 
Step 2: Seek feedback and changes required to the project from relevant stakeholders. 
· Seek feedback from the team members and Supervisor (Trainer/assessor). 
· Discuss the following with the team members and Supervisor: 
· Project milestones 
· Status 
· Baseline completion date 
· Challenges identified
· Collaborate with team members and Supervisor and discuss the changes required for the next implementation phases.
· Document the changes required based on the feedback received using Template 14. 

Step 3: Undertake an impact analysis of the proposed changes to the project. 
· Collaborate with the team members assigned. 
· Undertake an impact analysis of the proposed changes. 
· Analyse the proposed changes identified in Step 2. 
· Determine the impact of the changes and document using Template 15. 
· Determine the cost of change and impact of not making the change and document using Template 15. 

Note: This activity will be completed after week 2 and week 3. 

Step 4: Update associated plans and reflect project progress against baselines and approved changes.
· Update project plans and project baselines prepared in Activity 2.
· Submit the updated project plans and project baselines to Supervisor. 
· Reflect project progress against baselines and approved changes. 
· Prepare an assessment report reflecting project progress against baselines and approved changes using Template 16. Include the following information:  
· Scope baseline 
· Schedule and cost baselines 
· Project progress against baselines and approved changes 



[bookmark: _Hlk96692243]Template 13: Project status report 
	Project status report (300-400) words

	Reporting period 

	

	Project title 

	

	Project manager 

	

	Project milestones 

	

	Status 

	

	Baseline completion date 

	

	Challenges identified 

	





Template 14: Changes required based on the feedback received 
	Changes required based on the feedback recieved (100-200) words

	



Template 15: An impact analysis of the proposed changes
	An impact analysis of the proposed changes (300-400) words

	The impact of the changes

	

	The cost of change and impact of not making the change 

	




Template 16: Assessment report 
	Assessment report (300-400) words

	Scope baseline 

	

	Schedule and cost baselines 

	

	Project progress against baselines and approved changes 

	


Performance Criteria/Performance Checklist: Activity 3
	This task must address the following performance criteria/ performance checklist. 

	To be assessed as satisfactory (S) in this assessment task, the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	
Prepared, maintained and updated status reports on project progress and identified challenges.
· Collaborated with the team members assigned. 
· Prepared a weekly project status report on project progress and identified challenges for a period of one month. 
			

	Seek feedback and changes required to the project from relevant stakeholders. 
· Seek feedback from the team members and Supervisor (Trainer/assessor). 
· Discussed the following with the team members and Supervisor: 
· Project milestones 
· Status 
· Baseline completion date 
· Challenges identified
· Collaborated with team members and Supervisor and discuss the changes required for the next implementation phases.
· Documented the changes required based on the feedback received.  
			

	Undertook an impact analysis of the proposed changes to the project. 
· Collaborated with the team members assigned. 
· Undertook an impact analysis of the proposed changes. 
· Analysed the proposed changes identified in Step 2. 
· Determined the impact of the changes. 
· Determined the cost of change and impact of not making the change.
			

	Updated associated plans and reflected project progress against baselines and approved changes.
· Updated project plans and project baselines prepared in Activity 2.
· Submitted the updated project plans and project baselines to Supervisor. 
· Reflected project progress against baselines and approved changes. 
· Prepared an assessment report reflecting project progress against baselines and approved changes. Include the following information:  
· Scope baseline 
· Schedule and cost baselines 
· Project progress against baselines and approved changes 
			


	The student’s performance was:
	 Not satisfactory
 Satisfactory

	Feedback to student:


	Student signature
	 

	Observer signature
	 





Activity 4: Review project
This activity is a continuation of Activity 3.
This activity requires you to assist with project finalisation. 
	Guidelines for Activity 4: 
· This activity will take place during the implementation phase of the project. 
· The student will submit the developed advertising campaign that includes the following to the Supervisor (Trainer/assessor):
· Social media advertisements that promote the brand message to its target market 
· Newsletters 
· Magazines advertisements 
· The trainer/assessor will provide feedback and suggestions for improvement to project performance. 



To complete this activity, you are required to: 
· Collaborate with the stakeholders/team members and complete the steps given below. 
· Complete the template/s associated with each step. 
· Submit the completed templates to the trainer/assessor. 

Step 1: Prepare finalised project products and associated documentation for handover to client.
· Prepare the following finalised project products and associated documentation to the Supervisor. 
· Social media advertisements that promote the brand message to its target market 
· Newsletters 
· Magazines advertisements 

Step 2: Assist in completing financial, legal and contractual obligations for the finalised project products and associated documentation.
· Collaborate with the team members. 
· Determine financial, legal and contractual obligations for the finalised project products and associated documentation and document using Template 17. 
· Complete financial, legal and contractual obligations. 

Step 3: Provide feedback and suggestions for improvement to project performance.
· Collaborate with the team members. 
· Evalaute the performance of the project. 
· Determine two (2) areas of improvement and document using Template 18. 
· Develop suggestion to address each area of improvement and document using Template 18. 

Step 4: Review project performance, assessments and document lessons learned.
· Analyse project performance and assessments based on the outcomes of project and Step 3. 
· Document lessons learned using Template 19. 

[bookmark: _Hlk96692290]Template 17: Financial, legal and contractual obligations
	financial, legal and contractual obligations (200-300) words

	





Template 18: Improvement to project performance.
	Improvement to project performance. (300-400) words

	Two (2) areas of improvement 

	

	Develop suggestion to address each area of improvement

	




Template 19: Lessons learned
	Lessons learned (200-300 words)

	



Performance Criteria/Performance Checklist: Activity 4
	This task must address the following performance criteria/ performance checklist. 

	To be assessed as satisfactory (S) in this assessment task, the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	Prepared finalised project products and associated documentation for handover to client.
· Prepared the following finalised project products and associated documentation to the Supervisor. 
· Social media advertisements that promote the brand message to its target market 
· Newsletters 
· Magazines advertisements  
			

	Assisted in completing financial, legal and contractual obligations for the finalised project products and associated documentation.
· Collaborated with the team members. 
· Determined financial, legal and contractual obligations for the finalised project products and associated documentation. 
· Completed financial, legal and contractual obligations. 
			

	Provided feedback and suggestions for improvement to project performance.
· Collaborated with the team members. 
· Evalauted the performance of the project. 
· Determined two (2) areas of improvement. 
· Developed suggestion to address each area of improvement. 
			

	Reviewed project performance, assessments and document lessons learned.
· Analysed project performance and assessments based on the outcomes of project and Step 3. 
			


	The student’s performance was:
	 Not satisfactory
 Satisfactory

	Feedback to student:


	Student signature
	 

	Observer signature
	 




Assessment Results Sheet  
	[bookmark: _Hlk9418703]Outcome
		First attempt: 



Outcome (make sure to tick the correct checkbox):  

Satisfactory (S) ☐ or Not Satisfactory (NS) ☐

Date: _______(day)/ _______(month)/ ____________(year)

Feedback: 









	Second attempt: 



Outcome (make sure to tick the correct checkbox):  

Satisfactory (S) ☐ or Not Satisfactory (NS) ☐

Date: _______(day)/ _______(month)/ ____________(year)
Feedback: 







	Student Declaration
	· I declare that the answers I have provided are my own work.  Where I have accessed information from other sources, I have provided references and or links to my sources. 
· I have kept a copy of all relevant notes and reference material that I used as part of my submission. 
· I have provided references for all sources where the information is not my own. I understand the consequences of falsifying documentation and plagiarism. I understand how the assessment is structured. I accept that the work I submit may be subject to verification to establish that it is my own.
· I understand that if I disagree with the assessment outcome, I can appeal the assessment process, and either re-submit additional evidence undertake gap training and or have my submission re-assessed. 
· All appeal options have been explained to me.


	Student Signature
	


	Date 
	


	Trainer/Assessor Name 
	

	Trainer/Assessor Declaration
	I hold:

☐ Vocational competencies at least to the level being delivered
☐ Current relevant industry skills 
☐ Current knowledge and skills in VET, and undertake
☐ Ongoing professional development in VET

I declare that I have conducted an assessment of this student’s submission. The assessment tasks were deemed current, sufficient, valid and reliable. I declare that I have conducted a fair, valid, reliable, and flexible assessment.  I have provided feedback to the student.


	Trainer/Assessor Signature
	

	Date
	


	Office Use Only
	The outcome of the assessment has been entered into the Student Management System 

on _________________ (insert date) 

by (insert Name) __________________________________






Pre-Assessment Checklist: Task 3 - Skills Test 
	The purpose of this checklist

	The pre-assessment checklist helps students determine if they are ready for assessment. The trainer/assessor must review the checklist with the student before the student attempts the assessment task. If any items of the checklist are incomplete or not clear to the student, the trainer/assessor must provide relevant information to the student to ensure they understand the requirements of the assessment task. The student must ensure they are ready for the assessment task before undertaking it.

	Section 1: Information for Students 

	☐ Make sure you have completed the necessary prior learning before attempting this assessment. 
☐ Make sure your trainer/assessor clearly explained the assessment process and tasks to be completed. 
☐ Make sure you understand what evidence is required to be collected and how. 
☐ Make sure you know your rights and the Complaints and Appeal process. 
☐ Make sure you discuss any special needs or reasonable adjustments to be considered during the assessment (refer to the Reasonable Adjustments Strategy Matrix and negotiate these with your trainer/assessor). 
☐ Make sure that you have access to a computer and the internet (if you prefer to type the answers).
☐ Make sure that you have all the required resources needed to complete this Assessment Task (AT). 
☐ The due date of this assessment task is in accordance with your timetable. 
☐ In exceptional (compelling and compassionate) circumstances, an extension to submit an assessment can be granted by the trainer/assessor.  Evidence of the compelling and compassionate circumstances must be provided together with your request for an extension to submit your assessment work. 
☐ The request for an extension to submit your assessment work must be made before the due date.

	Section 2: Reasonable adjustments  

	I confirm that I have reviewed the Reasonable Adjustments guidelines and criteria as provided in Appendix A and attached relevant evidence as required and select the correct checkbox.
☐ I do require reasonable adjustment
☐ I do not require reasonable adjustment

	Declaration (Student to complete)
☐ I confirm that the purpose and procedure of this assessment task has been clearly explained to me. 
☐ I confirm that I have been consulted about any special needs I might have in relation to the assessment process. 
☐ I confirm that the criteria used for this assessment has been discussed with me, as have the consequences and possible outcomes of this assessment. 
☐ I confirm I have accessed and understand the assessment information as provided in the Student Handbook.
☐ I confirm I have been given fair notice of the date, time, venue and/or other arrangements for this assessment. 
☐ I confirm that I am ready for assessment.

Student Name: ______________________________________ 

Student Signature: ___________________________________ 



Assessment method-based instructions and guidelines: Skills Test 
	Assessment type 


	· Skills Test - Manage project integration

	Instructions provided to the student:


	Assessment task description:      


	· This is the third (3) assessment task you must successfully complete to be deemed competent in this unit of competency. 
· This assessment task is a Skills Test. 
· You must attempt all activities of the project for your trainer/assessor to assess your competence in this assessment task.

	Applicable conditions:         


	· This skill test is untimed and is conducted as an open book assessment (this means you are able to refer to your textbook or other learner materials during the test). 
· You will be assessed independently on this assessment task. 
· No marks or grades are allocated for this assessment task. The outcome of the task will be Satisfactory or Not Satisfactory.
· As you complete this assessment task, you are predominately demonstrating your skills, techniques and knowledge to your trainer/assessor. 
· Your trainer/assessor may ask you relevant questions during this assessment task 

	Resubmissions and reattempts:  


	· Where a student’s answers are deemed not satisfactory after the first attempt, a resubmission attempt will be allowed.
· The student may speak to their trainer/assessor if they have any difficulty in completing this task and require reasonable adjustments.
· For more information, please refer to the Student Handbook.

	Location:


	· This assessment task may be completed in: 

☐ a classroom
☐ learning management system (i.e. Moodle),
☐ or an independent learning environment. 

· Your Trainer/Assessor will provide you with further information regarding the location for completing this assessment task. 

	  Purpose of the assessment


	The purpose of this assessment task is to assess the student’s knowledge and skills essential to manage project integration in a range of contexts and industry settings.

· Skills to work closely with others to integrate all project management functions across a project life cycle according to organisational objectives
· Skills to negotiate with internal and external stakeholders
· Skills to create accurate project management documentation
· Skills to make suggestions for improvements to managing project integration in the future
· Skills to maintain established links to align project objectives with organisational objectives.



	Task instructions

	· This is an individual assessment. 
· This assessment task aims to integrate and balance overall project management functions and to align and track project objectives to comply with organisational goals, strategies and objectives.
· The trainer/assessor must assign a team to the student. The team will have the following stakeholders: 
· Supervisor
· Two (2) project team members 
· The trainer/assessor will assign the role of stakeholders to the staff members of the training organisation. 
· The student must document the outcomes using the templates provided. 
· The trainer/assessor must assess the student based on the performance checklists provided. 






Assessment Task 3 - Skills Test 
Skills Test:

This assessment task requires you to integrate and balance overall project management functions and to align and track project objectives to comply with organisational goals, strategies and objectives. This includes:  
· Collaborating closely with others to integrate all project management functions throughout a project's life cycle in accordance with organisational goals
· Negotiating with both internal and external stakeholders
· Making precise project management documentation
· Making recommendations for future improvements to project integration management
· Maintaining established links in order to align project objectives with organisational goals. 
To do so, the student will be required to complete the following activities: 
· Activity 1: Establish project
· Activity 2: Undertake project planning and design processes
· Activity 3: Implement and monitor project
· Activity 4: Review project
Workplace/simulated workplace requirements 
This assessment task will be completed at your training organisation. The training organisation must meet the following requirements: 
Requirements: 
The simulated workplace environment consists of: 
· Your training organisation as your workplace 
· Standard operating/workplace procedures. 
· Your trainer/assessor to provide you with assistance throughout the assessment activity. 
· Workplace equipment and materials: 
· Computers and internet 
· Workstation 
· Printer
· MS PowerPoint 
· Project management budgets and related documentation
· Project documentation, including information about life cycle processes. (Given in the case study) 
 
The simulated workplace environment must meet the following criteria: 
	[bookmark: _Hlk96692309]Are there opportunities for students to:
	Yes/No/NA

	Follow standard operating/workplace procedures
	Select

	Use up-to-date software and equipment
	Select

	Work within stated timelines to meet deadlines
	Select

	Gain experience in the challenges and complexities of dealing with multiple tasks
	Select

	Experience prioritising competing tasks and dealing with contingencies
	Select

	Workplace environment to work with others in a team
	Select

	Safety processes relevant to the area of work
	Select

	Equipment, materials and business software packages specified in the simulated workplace requirements
	Select

	Workplace environment sufficient to work independently and manage workload
	Select




Workplace simulated scenario 
Your training organisation wants to publish and print its brochures to promote the qualifications its offers. These brochures are to be distributed to the registered education and migration agents. 
The project has been assigned to the Marketing Manager. 
The following are the details of the project: 
Project deliverable 
Design and print 1000 copies of brochures. 
Project objectives
· To print 1000 copies of brochure within next one (1) month. 
· To achieve the allocated cost and budget objectives. 
Project duration 
One (1) month
Cost of the project 
The cost of the project is $60,000. 
Expected return: $80,000.
Cost objectives: 
· To keep the costs below $60,000. 
· Avoid unnecessary expenses 
Project phases:
The project manager and project team have one shared goal: 
· To carry out the work of the project to meet the project’s objectives. 
The project will have a beginning, a middle period during which activities move toward completion, and an ending (either successful or unsuccessful). 
A standard project will have the following four major phases: 
· Initiation 
· Planning 
· Implementation 
· Closure 
Initiation 
Steps for the initiation phase may include the following: 
· Figure out the objectives for your project 
· Determine whether the project is feasible, and 
· Identify the major deliverables for the project. 
· Identify project stakeholders 
· Developing a statement of work 
Planning 
Steps for the initiation phase may include the following: 
· Creating a project plan 
· Creating workflow diagrams 
· Estimating budget and creating a financial plan 
· Gathering resources 
· Anticipating risk
Execution 
Steps for the execution phase may include the following: 
· Creating tasks and organizing workflows: 
· Briefing team members on tasks 
· Communicating with team members, clients, and upper management 
· Monitoring quality of work 
· Managing budget 
Closure 
· Steps for the project closure phase may include the following: 
· Analysing project performance 
· Analysing team performance 
· Documenting project closure 
· Conducting post-implementation reviews 
· Accounting for used and unused budget
Resource requirements
The following resources are required to design and print copies of the brochure: 
Resource requirements: 
	[bookmark: _Hlk96692357]Resource requirements
	Costs

	Designer cost to design brochures 
	$25,000 

	Brochure paper
	$15 per brochure 

	Printing cost 
	$15 per brochure  

	Marketing Manager (50 hours)
	$60/hour 


Expected distribution of the costs over the project timeline 
· $25,000 (Designer cost) will be incurred in 15 days of the project. 
· The remaining cost will be distributed over the next 15 days. 
· Manager’s cost will be distributed equally over the period of one (1) month.  
Pre-determined intervals
The projected income and expenditure needs to be monitored at the following intervals: 
· After the design phase 
· After the printing of the brochures  
Organisational policies and procedures relating to financial assets, liabilities and records.
Following are the organisational policies and procedures relating to financial assets, liabilities and records: 
· Bottom-up budgeting is to be used to establish budgets 
· Assets and liabilities are to be recorded based on the double-entry bookkeeping system. 
· Records are to be maintained on cloud storage. 
· If the variations in the costs are within the 0-5% range, then they should be reported, and an explanation of the cause should be provided before recording into the financial budgets. 
· When a variation is above 5%, then a change request must be submitted to the project manager. The change request must include: 
· Additional costs 
· Variations in costs 
· Justification for change 
· Request for approval 
Established project cost methods, techniques, and tools to identify and report budget variances.
The organisation has the following existing project cost methods, techniques, and tools to identify and report budget variances: 
· The actual budget needs to be compared with the projected budget. 
· Variance needs to be identified based on the comparison conducted. 
· Budget variance is to be reported using the Budget variance report. 
Your role and responsibilities 
You are a project manager for the above-given project. As part of your job role, you havethe following responsibilities:   
Your responsibilities during the project are as follow: 
· Identify, clarify, and prepare project start-up documentation.
· Identify stakeholders with project decision-making authority.
· Determine the client's requirements and needs.
· Determine the relationship between the project and the organization's overall strategies and goals.
· Agree on and document the project's objectives, outcomes, and benefits.
· Create a project governance structure that includes stakeholders and project authority.
· Create and submit a project charter for approval by the appropriate authorities.
· Establish project goals.
· Determine project stages and key requirements for stage completion in accordance with client requirements and project objectives.
· Examine project management functions to determine interdependencies and the effects of constraints.
· Create a project management plan that incorporates all project-management functions, as well as associated plans and baselines.
· Create tools for monitoring and controlling planned activity.
· Negotiate project plan approval with relevant stakeholders and project authority.
· Implement and monitor the project in accordance with the project scope, timeline, and budget.
· Work with relevant stakeholders to resolve conflicts that are impeding the achievement of project objectives.
· Ensure that project records are updated against project deliverables at the appropriate intervals.
· Analyse and submit project progress status reports, as well as identify issues with relevant stakeholders and project authorities.
· Analyse and submit for approval an impact analysis of change requests.
· Keep relevant project logs and registers for project auditing purposes.
· Determine and allocate project completion activities.
· Ensure that project products and associated documentation are ready for handover to the client on time.
· Complete your financial, legal, and contractual obligations.
· Seek feedback on project implementation, management, and integration from relevant stakeholders and project authorities.
· Keep track of any feedback you receive in order to improve future projects.



Project:
This assessment task requires you to integrate and balance overall project management functions and to align and track project objectives to comply with organisational goals, strategies and objectives. This includes:  
· Collaborating closely with others to integrate all project management functions throughout a project's life cycle in accordance with organisational goals
· Negotiating with both internal and external stakeholders
· Making precise project management documentation
· Making recommendations for future improvements to project integration management
· Maintaining established links in order to align project objectives with organisational goals. 
To do so, the student will be required to complete the following activities: 
· Activity 1: Establish project
· Activity 2: Undertake project planning and design processes
· Activity 3: Implement and monitor project
· Activity 4: Review project
Note: 
· The trainer/assessor will take on the role of Supervisor or assign a staff member in the role of Marketing Manager. 
· Each student will be assessed individually for all assessment activities. 
Roles and responsibilities: Trainer/assessor: 
· Assign a team to the student. The team will have the following stakeholders: 
· Supervisor
· Two (2) project team members 
· The trainer/assessor will assign the role of stakeholders to the staff members of the training organisation. 
· Assist you in understanding the task requirements
· Provide you information about job roles and responsibilities
· Supervise you completing the assessment task and requirements
Timeframe to complete the project: 
You have two (2) weeks to complete the project. To be negotiated with the trainer.


Task requirements 
· You will be assessed on your technical knowledge and skills to complete this project.
· You will be assessed on working in a team environment and meeting your job role and responsibilities.
· You must follow the instructions provided by the trainer/assessor.  
· The task must be completed in the specified timeframe.
Your trainer/assessor will supervise and observe you completing the above activities. 
Activity 1: Establish project
This activity requires you to establish the project given in the workplace simulated scenario. 
To do so, you are required to: 
· Complete the steps given below. 
· Complete the template/s associated with each step. 
· Submit the completed templates to the trainer/assessor. 

Step 1: Identify, clarify and develop project initiation documentation using Template 1. 
· Analyse the information regarding the project given in the workplace simulated scenario.  
· Develop project initiation documentation using Template 1. Include the following information in the project initiation document: 
· Project scope 
· Project objectives 
· KPIs to measure project objectives 
· Key milestones 
· Clarify the project initiation document prepared with the Supervisor. 

Step 2: Determine project stakeholders with decision making authority on project.
· Identify who will be the project stakeholders with decision making authority on project and document using Template 2. 
· Analyse the project stakeholders roles and responsibilities and document using Template 2.

Step 3: Establish client requirements and needs. 
· Evaluate the information given in the workplace simulated scenario.
· Determine and establish client requirement and needs. 
· Document the  client requirement and needs using Template 3.

Step 4: Determine the relationship between the project and the broader organisational strategies and goals. 
· Analyse the information regarding the project given in the workplace simulated scenario.  
· Determine the relationship between the project and the broader organisational strategies and goals.
· Document the relationship between the project and the broader organisational strategies and goals using Template 4. 

Step 5: Negotiating and documenting project objectives, outcomes and benefits.
· Collaborate with the team members. 
· Discuss the project initiation document with the team members assigned, including the following: 
· Project scope 
· Project objectives 
· KPIs to measure project objectives 
· Key milestones
· Negotiate on the following and document using Template 5: 
· Project objectives
· Project outcomes 
· Project benefits

Step 6: Establish project governance structure with stakeholders and project authority. 
· Collaborate with the team members and Supervisor assigned and establish a project governance structure. 
· Develop a project governance structure using Template 6. Include the following information in the project governance structure: 
· Roles and responsibilities of the project team members in project governance.  
· Rules related to project governance 
· Procedures for implementation of project governance

Step 7: Assist in the creation of a project charter for approval.  
· Analyse the information given in the workplace simulated scenario. 
· Collaborate with the team members and develop project charter for approval using Template 7. 
· Brief description: Include a few sentences that explain why you want to do this project and what you hope to accomplish.
· Scope: This answers the question, “What is being produced by the project?” Provide an overview of services, products, or results that you plan to develop.
· Stakeholders: The stakeholders are the people you’ve been working with to create the project charter.
· Goals/deliverables
· Roles and responsibilities: This covers who is going to do what and identifies the team's responsibilities.
· Project budget 
· Constraints and Assumptions: What are the project’s known and unknown parameters at this point?
· Success Measurements/ROI: Establish how you will define project success.


[bookmark: _Hlk96692472]Template 1: Project initiation document 
	Project initiation document (200-300 words)

	Project scope

	

	Project objectives

	

	KPIs to measure project objectives

	

	Key milestones

	





Template 2: Project stakeholders
	Project stakeholders (200-300 words)

	Project stakeholders with decision making authority

	

	Project stakeholders’ roles and responsibilities

	





Template 3: Client requirements and needs
	Client requirements and needs (150-200 words)

	



Template 4: Relationship between the project and the broader organisational strategies and goals
	Relationship between the project and the broader organisational strategies and goals (150-200 words)

	




Template 5: Negotiation outcomes  
	Negotiation outcomes (150-200 words)

	Project objectives

	

	Project outcomes 

	

	Project benefits

	



Template 6: Project governance structure
	Project governance structure (150-200 words)

	Roles and responsibilities of the project team members in project governance

	

	Rules related to project governance

	

	Procedures for implementation of project governance

	





Template 7: Project charter
	Project charter (500-600 words)

	Brief description: Include a few sentences that explain why you want to do this project and what you hope to accomplish.

	

	Scope: This answers the question, “What is being produced by the project?” Provide an overview of services, products, or results that you plan to develop

	

	Stakeholders: The stakeholders are the people you’ve been working with to create the project charter.

	

	Goals/deliverables

	

	Roles and responsibilities

	

	Project budget 

	

	Constraints and Assumptions: What are the project’s known and unknown parameters at this point?

	

	Success Measurements/ROI: Establish how you will define project success.

	



Performance Criteria/Performance Checklist: Activity 1
	This task must address the following performance criteria/ performance checklist. 

	To be assessed as satisfactory (S) in this assessment task, the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	Identified, clarified and developed project initiation documentation. 
· Analysed the information regarding the project given in the workplace simulated scenario.  
· Developed project initiation documentation. Included the following information in the project initiation document: 
· Project scope 
· Project objectives 
· KPIs to measure project objectives 
· Key milestones 
· Clarified the project initiation document prepared with the Supervisor. 
			

	Determined project stakeholders with decision making authority on project.
· Identified who will be the project stakeholders with decision making authority on project. 
· Analysed the project stakeholders’ roles and responsibilities.
			

	Established client requirements and needs. 
· Evaluate the information given in the workplace simulated scenario.
· Determine and establish client requirement and needs. 
· Document the client requirement and needs.
			

	Determined the relationship between the project and the broader organisational strategies and goals. 
· Analysed the information regarding the project given in the workplace simulated scenario.  
· Determined the relationship between the project and the broader organisational strategies and goals.
· Documented the relationship between the project and the broader organisational strategies and goals. 
			

	Negotiated and documented project objectives, outcomes and benefits.
· Collaborated with the team members. 
· Discussed the project initiation document with the team members assigned, including the following: 
· Project scope 
· Project objectives 
· KPIs to measure project objectives 
· Key milestones
· Negotiated on the following: 
· Project objectives
· Project outcomes 
· Project benefits
			

	Assisted in the creation of a project charter for approval.  
· Analysed the information given in the workplace simulated scenario. 
· Collaborated with the team members and develop project charter for approval using Template 7. 
· Brief description: Include a few sentences that explain why you want to do this project and what you hope to accomplish.
· Scope: This answers the question, “What is being produced by the project?” Provide an overview of services, products, or results that you plan to develop.
· Stakeholders: The stakeholders are the people you’ve been working with to create the project charter.
· Goals/deliverables
· Roles and responsibilities: This covers who is going to do what and identifies the team's responsibilities.
· Project budget 
· Constraints and Assumptions: What are the project’s known and unknown parameters at this point?
· Success Measurements/ROI: Establish how you will define project success.
			


	The student’s performance was:
	 Not satisfactory
 Satisfactory

	Feedback to student:


	Student signature
	 

	Observer signature
	 





Activity 2: Undertake project planning and design processes
This activity is a continuation of Activity 1.
This activity requires you to undertake project planning and design processes. 
To do so, you are required to: 
· Complete the steps given below. 
· Complete the template/s associated with each step. 
· Submit the completed templates to the trainer/assessor. 

Step 1: Establish project objectives
· Analyse the information given in the workplace simulated scenario and outcomes of Activity 1. 
· Collaborate with the team members and develop project budget using Template 8. 

Step 2: Determine project stages and key requirements for stage completion in accordance with client requirements and project objectives.
· Determine different stages in project management life cycle and document using Template 9. 
· Determine the key requirements for each stage completion against client requirements and project objectives 

Step 3: Examine project management functions to determine interdependencies and the impact of triple constraints.
· Assess the project management functions related to the project given in the workplace simulated scenario. 
· Determine interdependencies of the project management functions and the impact of the following constraints using Template 10. 
· Cost
· Scope and quality
· Time.

Step 4: Create a project management plan that incorporates all project-management functions, as well as associated plans and baselines. Follow the guideline provided when preparing project management plan. 
· The project management plan must be prepared using Template 11. 
· Word-limit to prepare the project management plan is 600-800 words. 
· The project management plan must include the following information: 
· Purpose of the project 
· Assumptions/contraints 
· Project schedule and milestones including significant aspects such as: 
· Phases
· Stages
· Decision making.
· Scope baseline. 
· What is the project outcome expected to be?
· What are the deliverables, along with key milestones and the approach to delivery?
· The business need for the project deliverables and what business problem they solve? 
· Schedule and cost baselines 
· Identifying the resources for each task.
· Estimating how long each task will take to complete.
· Estimating the cost of each task. 
· Using the tasks list and estimates to develop the schedule.
· Quality management 
· Change control management 

Step 5: Create two (2) tools for monitoring and controlling planned activity and document using Template 12.
· Develop two (2) tools for monitoring project activities planned in Step 4. 
· Discuss the steps for implementation of each tool for monitoring and controlling planned activity and document using Template 12. 

Step 6: Negotiate project plan approval with relevant stakeholders and project authority.
Arrange a meeting with the following stakeholders and project authority. 
· Supervisor.
· Team members 
The trainer/assessor must observe the student conducting the meeting. 
The trainer assessor must further brief the student and the staff members of their roles and responsibilities and script to be followed before the meeting. 
The roles and responsibilities are as below: 
	Roles and responsibilities (Student/Project Manager) 
· Discuss the following with the potential collaborators. 
· Purpose of the project 
· Assumptions/contraints 
· Project schedule and milestones 
· Scope baseline. 
· Schedule and cost baselines 
· Quality management 
· Change control management
· Use listening and questioning to confirm and clarify understanding. 
· Conduct the meeting based on the ‘Script’ provided. 
Roles and responsibilities (Potential collaborators) 
· Participate in open and honest discussions.
· Participate in the meeting using following the script provided. 


To conduct the meeting, you must follow the meeting process and the meeting script provided below. 
Meeting process: 
	Before the meeting 
	1. Create a meeting agenda.
· Confirm the meeting time and place with the trainer/assessor. 
· Use the meeting agenda template provided to prepare the meeting agenda. 
2. E-mail the meeting participants’ presentation and meeting agenda and request confirmation for the meeting.

	During the meeting 
	1. Welcome the participants 
2. Conduct the meeting based on the ‘Meeting script’ provided.
3. Clarify the understanding of the participants.

	After the meeting
	1. Summarise the agreed outcomes using the meeting minutes template provided. 


Meeting script: Meeting 1
	Script: Meeting (Student/Project Manager)  
The (Student/Project Manager) will discuss the following with the internal stakeholders: 
· Purpose of the project 
· Assumptions/contraints 
· Project schedule and milestones 
· Scope baseline. 
· Schedule and cost baselines 
· Quality management 
· Change control management  
The Student/Project Manager will further: 
· Clarify the understanding of the internal stakeholders. 
· Answer the questions asked by the stakeholders. 
· Negotiate project plan and gain approval.


	Script for stakeholders: 
	Note: The stakeholders will discuss the following with the Project Manager: 
1. How does the project management plan align with the organisational objectives? 
2. What monitoring and evaluation strategies will be used to monitor and control the project?






[bookmark: _Hlk96692521]Template 8: Project budget
	Project budget

	





Template 9: Project stages and key requirements for stage completion
	Project stages and key requirements for stage completion (300-400 words)

	Different stages in project management life cycle

	

	Key requirements for each stage completion against client requirements and project objectives

	




Template 10: Examine project management functions to determine interdependencies and the impact of triple constraints
	Examine project management functions to determine interdependencies and the impact of triple constraints (200-300 words)

	Interdependencies of the project management functions and the impact of the following constraints. 
· Cost
· Scope and quality
· Time.

	




Template 11: Project management plan
	Project management plan (500-600 words)

	Purpose of the project

	

	Assumptions/constraints

	

	Project schedule and milestones including significant aspects such as: 
· Phases; Stages; Decision making.

	

	Scope baseline. 
· What is the project outcome expected to be?
· What are the deliverables, along with key milestones and the approach to delivery?
· The business need for the project deliverables and what business problem they solve?

	

	Schedule and cost baselines 
· Identifying the resources for each task.
· Estimating how long each task will take to complete.
· Estimating the cost of each task. 
· Using the tasks list and estimates to develop the schedule.

	

	Quality management

	

	Purpose of the project

	

	Change control management

	



Template 12: Tools for monitoring and controlling planned activity
	Tools for monitoring and controlling planned activity (200-300 words)

	Two (2) tools for monitoring and controlling planned activity

	

	Steps for implementation of each tool for monitoring and controlling planned activity

	



Meeting minutes: 
	Meeting Minutes:
	

	Date of Meeting:  (MM/DD/YYYY)
	
	Time:
	

	Minutes Prepared By:
	
	Location:
	

	1. Meeting Objective

	

	2. Attendance at Meeting 

	Name
	Department/Division
	E-mail
	Phone

	
	
	
	

	
	
	
	

	
	
	
	

	3. Agenda and Notes, Decisions, Issues 

	Topic
	Owner
	Time

	
	
	

	
	
	

	
	
	

	4. Action Items   

	Action
	Owner
	Due Date

	
	
	

	
	
	

	
	
	

	
	
	

	5. Next Meeting (if applicable)

	Date:  (MM/DD/YYYY)
	
	Time:  
	
	Location:  
	

	Objective:  
	



Meeting agenda template: 
	Meeting/Project Name:
	

	Date of Meeting:  (MM/DD/YYYY)
	
	Time:
	

	Meeting Facilitator:
	
	Location:
	

	1. Meeting Objective

	

	2. Attendees 

	Name
	Department/Division
	E-mail
	Phone

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	3. Meeting Agenda 

	Topic
	Owner
	Time

	
	
	

	
	
	

	
	
	

	4. Pre-work/Preparation (documents/handouts to bring, reading material, etc.)

	Description
	Prepared by

	
	

	
	

	
	

	
	


Performance Criteria/Performance Checklist: Activity 2
	This task must address the following performance criteria/ performance checklist. 

	To be assessed as satisfactory (S) in this assessment task, the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	Established project objectives
· Collaborated with the team members and develop project budget. 
			

	Determined project stages and key requirements for stage completion in accordance with client requirements and project objectives.
· Determined different stages in project management life cycle. 
· Determined the key requirements for each stage completion against client requirements and project objectives 
			

	Examined project management functions to determine interdependencies and the impact of triple constraints.
· Assessed the project management functions related to the project given in the workplace simulated scenario. 
· Determined interdependencies of the project management functions and the impact of the following constraints. 
· Cost
· Scope and quality
· Time.
			

	Created a project management plan that incorporates all project-management functions, as well as associated plans and baselines. Followed the guideline provided when preparing project management plan.
			

	Created two (2) tools for monitoring and controlling planned activity.
· Developed two (2) tools for monitoring project activities planned in Step 4. 
· Discussed the steps for implementation of each tool for monitoring and controlling planned activity. 
			

	Negotiate project plan approval with relevant stakeholders and project authority.  
· Discussed the following with the potential collaborators. 
· Purpose of the project 
· Assumptions/contraints 
· Project schedule and milestones 
· Scope baseline. 
· Schedule and cost baselines 
· Quality management 
· Change control management
· Used listening and questioning to confirm and clarify understanding. 
· Conducted the meeting based on the ‘Script’ provided. 
			


	The student’s performance was:
	 Not satisfactory
 Satisfactory

	Feedback to student:


	Student signature
	 

	Observer signature
	 




Activity 3: Implement and monitor project
This activity is a continuation of Activity 2.
This activity requires you to implement and monitor project given in the workplace simulated scenario. 
	Guidelines for Activity 3: 
· This activity will take place during the implementation phase of the project. 
· The timeline to complete the implementation phase of the project is one month. 
· During the implementation phase of the project, the student will work with the team members assigned and develop an advertising campaign that includes the following:
· Social media advertisements that promote the brand message to its target market 
· Newsletters 
· Magazines advertisements 
· At the end of the implementation phase, the project team must submit the following documents to the trainer/assessor. 
· Social media advertisements that promote the brand message to its target market 
· Newsletters 
· Magazines advertisements 
· The student will prepare a status report on the project each week for a period of one month. 



To complete this activity, you are required to: 
· Collaborate with the stakeholders/team members and complete the steps given below. 
· Complete the template/s associated with each step. 
· Submit the completed templates to the trainer/assessor. 

Step 1: Prepare, maintain and update status reports on project progress and identified challenges.
· Collaborate with the team members assigned. 
· Prepare a weekly project status report on project progress and identified challenges for a period of one month.
· For each weekly project status report for a period of one month, include the following information using Template 13: 
· Reporting period 
· Project title 
· Project manager 
· Project milestones 
· Status 
· Baseline completion date 
· Challenges identified 
Note: Step 2 will be completed after 15 days of implementation. 
Step 2: Seek feedback and changes required to the project from relevant stakeholders. 
· Seek feedback from the team members and Supervisor (Trainer/assessor). 
· Discuss the following with the team members and Supervisor: 
· Project milestones 
· Status 
· Baseline completion date 
· Challenges identified
· Collaborate with team members and Supervisor and discuss the changes required for the next implementation phases.
· Document the changes required based on the feedback received using Template 14.  
Step 3: Undertake an impact analysis of the proposed changes to the project. 
· Collaborate with the team members assigned. 
· Undertake an impact analysis of the proposed changes. 
· Analyse the proposed changes identified in Step 2. 
· Determine the impact of the changes and document using Template 15. 
· Determine the cost of change and impact of not making the change and document using Template 15. 

Note: This activity will be completed after week 2 and week 3. 
Step 4: Update associated plans and reflect project progress against baselines and approved changes.
· Update project plans and project baselines prepared in Activity 2.
· Submit the updated project plans and project baselines to Supervisor. 
· Reflect project progress against baselines and approved changes. 
· Prepare an assessment report reflecting project progress against baselines and approved changes using Template 16. Include the following information:  
· Scope baseline 
· Schedule and cost baselines 
· Project progress against baselines and approved changes 
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	Project status report (300-400) words

	Reporting period 

	

	Project title 

	

	Project manager 

	

	Project milestones 

	

	Status 

	

	Baseline completion date 

	

	Challenges identified 

	




Template 14: Changes required based on the feedback received 
	Changes required based on the feedback received (100-200) words

	



Template 15: An impact analysis of the proposed changes
	An impact analysis of the proposed changes (300-400) words

	The impact of the changes

	

	The cost of change and impact of not making the change 

	




Template 16: Assessment report 
	Assessment report (300-400) words

	Scope baseline 

	

	Schedule and cost baselines 

	

	Project progress against baselines and approved changes 

	


Performance Criteria/Performance Checklist: Activity 3
	This task must address the following performance criteria/ performance checklist. 

	To be assessed as satisfactory (S) in this assessment task, the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	
Prepared, maintained and updated status reports on project progress and identified challenges.
· Collaborated with the team members assigned. 
· Prepared a weekly project status report on project progress and identified challenges for a period of one month. 
			

	Seek feedback and changes required to the project from relevant stakeholders. 
· Seek feedback from the team members and Supervisor (Trainer/assessor). 
· Discussed the following with the team members and Supervisor: 
· Project milestones 
· Status 
· Baseline completion date 
· Challenges identified
· Collaborated with team members and Supervisor and discuss the changes required for the next implementation phases.
· Documented the changes required based on the feedback received.
			

	Undertook an impact analysis of the proposed changes to the project. 
· Collaborated with the team members assigned. 
· Undertook an impact analysis of the proposed changes. 
· Analysed the proposed changes identified in Step 2. 
· Determined the impact of the changes. 
· Determined the cost of change and impact of not making the change.
			

	Updated associated plans and reflected project progress against baselines and approved changes.
· Updated project plans and project baselines prepared in Activity 2.
· Submitted the updated project plans and project baselines to Supervisor. 
· Reflected project progress against baselines and approved changes. 
· Prepared an assessment report reflecting project progress against baselines and approved changes. Include the following information:  
· Scope baseline 
· Schedule and cost baselines 
· Project progress against baselines and approved changes 
			


	The student’s performance was:
	 Not satisfactory
 Satisfactory

	Feedback to student:


	Student signature
	 

	Observer signature
	 





Activity 4: Review project
This activity is a continuation of Activity 3.
This activity requires you to assist with project finalisation. 
	Guidelines for Activity 4: 
· This activity will take place during the implementation phase of the project. 
· The student will submit the developed advertising campaign that includes the following to the Supervisor (Trainer/assessor):
· Social media advertisements that promote the brand message to its target market 
· Newsletters 
· Magazines advertisements 
· The trainer/assessor will provide feedback and suggestions for improvement to project performance. 



To complete this activity, you are required to: 
· Collaborate with the stakeholders/team members and complete the steps given below. 
· Complete the template/s associated with each step. 
· Submit the completed templates to the trainer/assessor. 

Step 1: Prepare finalised project products and associated documentation for handover to client.
· Prepare the following finalised project products and associated documentation to the Supervisor. 
· Social media advertisements that promote the brand message to its target market 
· Newsletters 
· Magazines advertisements 

Step 2: Assist in completing financial, legal and contractual obligations for the finalised project products and associated documentation.
· Collaborate with the team members. 
· Determine financial, legal and contractual obligations for the finalised project products and associated documentation and document using Template 17. 
· Complete financial, legal and contractual obligations. 

Step 3: Provide feedback and suggestions for improvement to project performance.
· Collaborate with the team members. 
· Evalaute the performance of the project. 
· Determine two (2) areas of improvement and document using Template 18. 
· Develop suggestion to address each area of improvement and document using Template 18. 

Step 4: Review project performance, assessments and document lessons learned.
· Analyse project performance and assessments based on the outcomes of project and Step 3. 
· Document lessons learned using Template 19. 

[bookmark: _Hlk96692607]Template 17: Financial, legal and contractual obligations
	financial, legal and contractual obligations (200-300) words

	





Template 18: Improvement to project performance.
	Improvement to project performance. (300-400) words

	Two (2) areas of improvement 

	

	Develop suggestion to address each area of improvement 

	



Template 19: Lessons learned
	Lessons learned (200-300 words)

	


Performance Criteria/Performance Checklist: Activity 4
	This task must address the following performance criteria/ performance checklist. 

	To be assessed as satisfactory (S) in this assessment task, the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	Prepared finalised project products and associated documentation for handover to client.
· Prepared the following finalised project products and associated documentation to the Supervisor. 
· Social media advertisements that promote the brand message to its target market 
· Newsletters 
· Magazines advertisements  
			

	Assisted in completing financial, legal and contractual obligations for the finalised project products and associated documentation.
· Collaborated with the team members. 
· Determined financial, legal and contractual obligations for the finalised project products and associated documentation. 
· Completed financial, legal and contractual obligations. 
			

	Provided feedback and suggestions for improvement to project performance.
· Collaborated with the team members. 
· Evalauted the performance of the project. 
· Determined two (2) areas of improvement. 
· Developed suggestion to address each area of improvement. 
			

	Reviewed project performance, assessments and document lessons learned.
· Analysed project performance and assessments based on the outcomes of project and Step 3. 
			


	The student’s performance was:
	 Not satisfactory
 Satisfactory

	Feedback to student:


	Student signature
	 

	Observer signature
	 




Assessment Results Sheet  
	Outcome
		First attempt: 



Outcome (make sure to tick the correct checkbox):  

Satisfactory (S) ☐ or Not Satisfactory (NS) ☐

Date: _______(day)/ _______(month)/ ____________(year)

Feedback: 









	Second attempt: 



Outcome (make sure to tick the correct checkbox):  

Satisfactory (S) ☐ or Not Satisfactory (NS) ☐

Date: _______(day)/ _______(month)/ ____________(year)
Feedback: 







	Student Declaration
	· I declare that the answers I have provided are my own work.  Where I have accessed information from other sources, I have provided references and or links to my sources. 
· I have kept a copy of all relevant notes and reference material that I used as part of my submission. 
· I have provided references for all sources where the information is not my own. I understand the consequences of falsifying documentation and plagiarism. I understand how the assessment is structured. I accept that the work I submit may be subject to verification to establish that it is my own.
· I understand that if I disagree with the assessment outcome, I can appeal the assessment process, and either re-submit additional evidence undertake gap training and or have my submission re-assessed. 
· All appeal options have been explained to me.


	Student Signature
	

	Date 
	

	Trainer/Assessor Name 
	

	Trainer/Assessor Declaration
	I hold:

☐ Vocational competencies at least to the level being delivered
☐ Current relevant industry skills 
☐ Current knowledge and skills in VET, and undertake
☐ Ongoing professional development in VET

I declare that I have conducted an assessment of this student’s submission. The assessment tasks were deemed current, sufficient, valid and reliable. I declare that I have conducted a fair, valid, reliable, and flexible assessment.  I have provided feedback to the student.


	Trainer/Assessor Signature
	

	Date
	


	Office Use Only
	The outcome of the assessment has been entered into the Student Management System 

on _________________ (insert date) 

by (insert Name) __________________________________







Pre-Assessment Checklist: Task 4 – Work placement task
The purpose of this checklist
The pre-assessment checklist helps students determine if they are ready for assessment. The trainer/assessor must review the checklist with the student before the student attempts the assessment task. If any items of the checklist are incomplete or not clear to the student, the trainer/assessor must provide relevant information to the student to ensure they understand the requirements of the assessment task. The student must ensure they are ready for the assessment task before undertaking it.
Section 1: Information for Students 
☐ Make sure you have completed the necessary prior learning before attempting this assessment. 	☐ Make sure your trainer/assessor clearly explained the assessment process and tasks to be completed. 	☐ Make sure you understand what evidence is required to be collected and how. 	☐ Make sure you know your rights and the Complaints and Appeal process. 	☐ Make sure you discuss any special needs or reasonable adjustments to be considered during the assessment (refer to the Reasonable Adjustments Strategy Matrix and negotiate these with your trainer/assessor). 	☐ Make sure that you have access to a computer and the internet (if you prefer to type the answers).	☐ Make sure that you have all the required resources needed to complete this assessment task. 	☐ The due date of this assessment task is in accordance with your timetable. 	☐ In exceptional (compelling and compassionate) circumstances, an extension to submit an assessment can be granted by the trainer/assessor.  Evidence of the compelling and compassionate circumstances must be provided together with your request for an extension to submit your assessment work. 	☐ The request for an extension to submit your assessment work must be made before the due date.
Section 2: Reasonable adjustments  
I confirm that I have reviewed the Reasonable Adjustments guidelines and criteria as provided in Appendix A and attached relevant evidence as required and select the correct checkbox.	☐ I do require reasonable adjustment	☐ I do not require reasonable adjustment
Declaration (Student to complete)	☐ I confirm that the purpose and procedures of this assessment task has been clearly explained to me. 	☐ I confirm that I have been consulted about any special needs I might have in relation to the assessment process. 	☐ I confirm that the criteria used for this assessment has been discussed with me, as have the consequences and possible outcomes of this assessment. 	☐ I confirm I have accessed and understand the assessment information as provided in the Student Handbook.	☐ I confirm I have been given fair notice of the date, time, venue and/or other arrangements for this assessment. 	☐ I confirm that I am ready for assessment.		Student Name: ______________________________________                      		Student Signature: ___________________________________ 	

Assessment method-based instructions and guidelines: Work placement task
	Assessment type 

	· Work placement task - Implement and manage project integration

	Instructions provided to the student:

	Assessment task description: 

	· This is the fourth (4) assessment task you must successfully complete to be deemed competent in this unit of competency. 
· This assessment task requires you to complete a project. 
· You are required to implement and manage project integration in this assessment task.
· You must attempt all activities of the project for your trainer/assessor to assess your competency in this assessment task.

	Applicable conditions: 

	· This project is untimed and is conducted as an open book assessment (this means you are able to refer to your textbook).
· You must read and respond to all the criteria of the project.
· You may handwrite/use computers to answer the criteria of the project.
· You must complete the task independently.
· No marks or grades are allocated for this assessment task. The outcome of the task will be Satisfactory or Not Satisfactory.
· As you complete this assessment task, you are predominately demonstrating your practical skills, techniques and knowledge to your trainer/assessor. 
· The trainer/assessor may ask you relevant questions on this assessment task to ensure that this is your own work.

	Resubmissions and reattempts: 

	· Where a student’s answers are deemed not satisfactory after the first attempt, a resubmission attempt will be allowed.
· The student may speak to their trainer/assessor if they have any difficulty in completing this task and require reasonable adjustments.
· For more information, please refer to the Student Handbook.

	Location: 

	· This assessment task may be completed in: 

☐ a classroom
☐ learning management system (i.e. Moodle),
☐ or an independent learning environment. 

· Your trainer/Assessor will provide further student information regarding the location for completing this assessment task.

	Purpose of the assessment

	The purpose of this assessment task is to assess the students’ skills and knowledge essential to implement and manage project integration in a range of contexts and industry settings.

· Skills to work closely with others to integrate all project management functions across a project life cycle according to organisational objectives
· Skills to negotiate with internal and external stakeholders
· Skills to create accurate project management documentation
· Skills to make suggestions for improvements to managing project integration in the future
· Skills to maintain established links to align project objectives with organisational objectives.


	Task instructions

	· This is an individual assessment. 
· This assessment task aims to integrate and balance overall project management functions and to align and track project objectives to comply with workplace goals, strategies and objectives.
· The trainer/assessor must assign a team to the student. The team will have the following stakeholders: 
· Supervisor
· Two (2) project team members 
· The trainer/assessor will assign the role of stakeholders to the staff members of the training organisation. 
· The student must document the outcomes using the templates provided. 
· The trainer/assessor must assess the student based on the performance checklists provided. 






Assessment Task 4 – Work placement task
[bookmark: _Hlk76676674][bookmark: _Hlk77792418]Work placement task: 
[bookmark: _Hlk70018112]This assessment task requires you to integrate and balance overall project management functions and to align and track project objectives to comply with organisational goals, strategies and objectives for the workplace. This includes:  
· Collaborating closely with others to integrate all project management functions throughout a project's life cycle in accordance with organisational goals
· Negotiating with both internal and external stakeholders
· Making precise project management documentation
· Making recommendations for future improvements to project integration management
· Maintaining established links in order to align project objectives with organisational goals. 
To do so, the student will be required to complete the following activities: 
· Activity 1: Establish project
· Activity 2: Undertake project planning and design processes
· Activity 3: Implement and monitor project
· Activity 4: Review project
Assessment environment
This assessment task must take place in any one of the following physical conditions: 
· Physical condition 1: An actual workplace. 
Note: The student can use their own workplace setting. The trainer/assessor will assess the workplace based on the assessment criteria mentioned below and will provide approval if the workplace meets the requirements. 
· Physical condition 2: An environment set up by the training organisation that accurately represents workplace conditions. The simulated environment must meet the following assessment criteria. 
Assessment criteria: 
Your trainer/assessor will ensure that the simulated environment meets the following assessment criteria:

	[bookmark: _Hlk76667613]Opportunities for students to:
	Yes/No/NA

	A workplace setting or a simulated workplace must replicate real workplace conditions to allow demonstration of the assessment activities.
	Select

	The workplace setting or a simulated workplace must allow the student to conduct marketing audit.
	Select

	[bookmark: _Hlk71642113]The workplace setting or the simulated workplace must provide the student with access to the following document and resources.
· Marketing Manager (Manager of the project given in the case study) 
· A team consisting of at least two (2) marketing team members, not including the student.
· Workplace resources: 
· Computers 
· Internet 
· MS Word 
· Printer 
· Marketing strategic plan.
· Legislation, regulations, standards and codes
· Australian Consumer Law (ACL) (https://www.accc.gov.au/accc-book/printer-friendly/29527) 
· https://www.legislation.gov.au/Details/C2019C00242  
· Privacy Act (https://www.legislation.gov.au/Details/C2021C00242) 
· Spam Act (https://www.legislation.gov.au/Details/C2016C00614) 
· Legal obligations when marketing (https://business.gov.au/marketing/business-marketing#legal-obligations-when-marketing)
	Select

	Standard operating/workplace procedures 
	Select

	Use up-to-date software and equipment
	Select

	Work within stated timelines to meet deadlines
	Select

	Workplace environment to work with others in a team
	Select

	Workplace setting or simulated workplace must provide the student with the opportunity to analyse the organisational environment. 
	Select

	Workplace environment to sufficient to communicate with diverse groups
	Select

	Workplace sufficient to work independently and manage workload
	Select



Workplace simulated scenario
The workplace wants the Marketing Manager of the organisation to conduct a marketing audit with reference to the organisation's marketing plan taking into consideration the following issues: 
· [bookmark: _Hlk81242580]The existing marketing plan of the organisation has not been able to attract the target market and achieve the target sales. 
· The organisation has not been able to get enough website traffic.  
As part of conducting the marketing audit, management wants the marketing manager to: 
· Determine the objectives, scope, and personnel involved in marketing audit
· Determine the elements and format of a marketing audit based on the task requirements and audit priorities.
· Create internal and external marketing audits
· Create and confirm a marketing audit report with the appropriate personnel.

Audit priorities 
The marketing audit should be a comprehensive systematic, independent and periodic examination of the company’s marketing environment, objectives, strategies, and activities to determine problem areas and opportunities and recommend plans of action to improve marketing performance.
Organisational requirements 
As per the organisational requirements, the following should be included in the marketing audit: 
· External environmental factors that meet audit process requirements
· Technological factors, market characteristics and competitive factors, which meet audit process requirements
· External market audit: 
· Objectives of the external marketing audit
· Outcomes of PEST analysis 
· Market analysis, including the following:
· Cultural nature of the market.
· Two (2) competitors and their profitability.
· Evolving lifestyles of your customers.
· Changing nature of consumerism in your target market.
· The economic condition of the market.
· Outcomes of competitor analysis
· Internal market audit 
· SWOT analysis of the marketing plan based on profitability and cost-effectiveness. 
· Market analysis 
· Whether the existing marketing strategy can be used to promote products to the B2B market? 
· Whether the organisation is active on social media networks? If no, what social media strategy should be implemented in the organisation.
· Should the organisation be investing in paid advertising (PPC)?
Marketing audit policy and procedures excerpt 
· The marketing audit should be comprehensive – the audit should cover the marketing areas where issues persist, and it should not consider a single marketing issue.
· The audit should be methodical – that is, an orderly evaluation and analysis if the company’s marketing principles, micro and macro environments, strategies, objectives, goals, and other operations directly or indirectly affect the business’ marketing performance.
Project timelines:
1 month 
Project cost: 
$1,000
Project phases:
The project manager and project team have one shared goal: 
· To carry out the work of the project to meet the project’s objectives. 
The project will have a beginning, a middle period during which activities move toward completion, and an ending (either successful or unsuccessful). 
A standard project will have the following four major phases: 
· Initiation 
· Planning 
· Implementation 
· Closure 
Initiation 
Steps for the initiation phase may include the following: 
· Figure out the objectives for your project 
· Determine whether the project is feasible, and 
· Identify the major deliverables for the project. 
· Identify project stakeholders 
· Developing a statement of work 
Planning 
Steps for the initiation phase may include the following: 
· Creating a project plan 
· Creating workflow diagrams 
· Estimating budget and creating a financial plan 
· Gathering resources 
· Anticipating risk
Execution 
Steps for the execution phase may include the following: 
· Creating tasks and organizing workflows: 
· Briefing team members on tasks 
· Communicating with team members, clients, and upper management 
· Monitoring quality of work 
· Managing budget 
Closure 
· Steps for the project closure phase may include the following: 
· Analysing project performance 
· Analysing team performance 
· Documenting project closure 
· Conducting post-implementation reviews 
· Accounting for used and unused budget
Your role and responsibilities 
You are a project manager for the above-given project. As part of your job role, you have the following responsibilities:   
Your responsibilities during the project are as follow: 
· Identify, clarify, and prepare project start-up documentation.
· Identify stakeholders with project decision-making authority.
· Determine the client's requirements and needs.
· Determine the relationship between the project and the organization's overall strategies and goals.
· Agree on and document the project's objectives, outcomes, and benefits.
· Create a project governance structure that includes stakeholders and project authority.
· Create and submit a project charter for approval by the appropriate authorities.
· Establish project goals.
· Determine project stages and key requirements for stage completion in accordance with client requirements and project objectives.
· Examine project management functions to determine interdependencies and the effects of constraints.
· Create a project management plan that incorporates all project-management functions, as well as associated plans and baselines.
· Create tools for monitoring and controlling planned activity.
· Negotiate project plan approval with relevant stakeholders and project authority.
· Implement and monitor the project in accordance with the project scope, timeline, and budget.
· Work with relevant stakeholders to resolve conflicts that are impeding the achievement of project objectives.
· Ensure that project records are updated against project deliverables at the appropriate intervals.
· Analyse and submit project progress status reports, as well as identify issues with relevant stakeholders and project authorities.
· Analyse and submit for approval an impact analysis of change requests.
· Keep relevant project logs and registers for project auditing purposes.
· Determine and allocate project completion activities.
· Ensure that project products and associated documentation are ready for handover to the client on time.
· Complete your financial, legal, and contractual obligations.
· Seek feedback on project implementation, management, and integration from relevant stakeholders and project authorities.
· Keep track of any feedback you receive in order to improve future projects.


Work placement task:
This assessment task requires you to integrate and balance overall project management functions and to align and track project objectives to comply with organisational goals, strategies and objectives. This includes:  
· Collaborating closely with others to integrate all project management functions throughout a project's life cycle in accordance with organisational goals
· Negotiating with both internal and external stakeholders
· Making precise project management documentation
· Making recommendations for future improvements to project integration management
· Maintaining established links in order to align project objectives with organisational goals. 
To do so, the student will be required to complete the following activities: 
· Activity 1: Establish project
· Activity 2: Undertake project planning and design processes
· Activity 3: Implement and monitor project
· Activity 4: Review project
Supervisor roles and responsibilities: The Supervisor is the individual who supervises or is in charge of the organisation. They belong to a higher rank or status. Their job role and responsibilities are:
· Assist you in understanding the task requirements. 
· Provide you with information about job roles and responsibilities. 
· Provide you with the required information to complete the assessment activities.
· Supervise you in completing the assessment task and requirements. 
· Provide feedback based on the outcomes of assessment activities.
Note: Each student will be assessed individually for all assessment activities. 
Timeframe to complete the work placement task: 
Trainer/assessor to discuss the timeframe to complete the work placement task.  
Task requirements 
· You will be assessed on your technical knowledge and skills to complete this work placement task. 
· You will be assessed on meeting your job role and responsibilities
· You must follow the instructions provided by the Supervisor. 
· The task must be completed in the specified timeframe. 


Activity 1: Establish project
This activity requires you to establish the project for the workplace. 
To do so, you are required to: 
· Collaborate with the stakeholders/team members and complete the steps given below. 
· Complete the template/s associated with each step. 
· Submit the completed templates to the Supervisor. 
Instructions for trainer/assessor: 
· The trainer/assessor or Supervisor must ensure that the student is made familiar with the existing workplace practices. 
· The trainer/assessor or Supervisor must ensure that the student has access to the Marketing strategic plan.
· The trainer/assessor or Supervisor must supervise and observe the student performing this activity. 
· The trainer/assessor or Supervisor must place a tick mark against each step given in the checklist after the student performs/implements the step. 
· Sign off the checklist and ask the student for the submission of templates associated with each step. 


Checklist 1: Establish project
	[bookmark: _Hlk96692798]Steps
	Place a tick mark, once completed

	Step 1: Document the following workplace details using Template 1.
· Name of the organisation.
· Contact details
· Department or work area of operation.
	
	Step 2: Identify, clarify and develop project initiation documentation using Template 2. 
· Analyse the information regarding the project given in the workplace simulated scenario.  
· Develop project initiation documentation using Template 2. Include the following information in the project initiation document: 
· Project scope 
· Project objectives 
· KPIs to measure project objectives 
· Key milestones 
· Clarify the project initiation document prepared with the Supervisor.
	
	Step 3: Determine project stakeholders with decision making authority on project.
· Identify who will be the project stakeholders with decision making authority on project and document using Template 3. 
· Analyse the project stakeholders’ roles and responsibilities and document using Template 3.
	
	Step 4: Establish client requirements and needs. 
· Evaluate the information given in the workplace simulated scenario.
· Determine and establish client requirement and needs. 
· Document the client requirement and needs using Template 4.
	
	Step 5: Determine the relationship between the project and the broader organisational strategies and goals. 
· Analyse the information regarding the project given in the workplace simulated scenario.  
· Determine the relationship between the project and the broader organisational strategies and goals.
· Document the relationship between the project and the broader organisational strategies and goals using Template 5.
	
	Step 6: Negotiating and documenting project objectives, outcomes and benefits.
· Collaborate with the team members. 
· Discuss the project initiation document with the team members assigned, including the following: 
· Project scope 
· Project objectives 
· KPIs to measure project objectives 
· Key milestones
· Negotiate on the following and document using Template 6: 
· Project objectives
· Project outcomes 
· Project benefits
	
	Step 7: Establish project governance structure with stakeholders and project authority. 
· Collaborate with the team members and Supervisor assigned and establish a project governance structure. 
· Develop a project governance structure using Template 7. Include the following information in the project governance structure: 
· Roles and responsibilities of the project team members in project governance.  
· Rules related to project governance 
· Procedures for implementation of project governance
	
	Step 8: Assist in the creation of a project charter for approval.  
· Analyse the information given in the workplace simulated scenario. 
· Collaborate with the team members and develop project charter for approval using Template 8. 
· Brief description: Include a few sentences that explain why you want to do this project and what you hope to accomplish.
· Scope: This answers the question, “What is being produced by the project?” Provide an overview of services, products, or results that you plan to develop.
· Stakeholders: The stakeholders are the people you’ve been working with to create the project charter.
· Goals/deliverables
· Roles and responsibilities: This cover who is going to do what and identifies the team's responsibilities.
· Project budget 
· Constraints and Assumptions: What is the project’s known and unknown parameters at this point?
· Success Measurements/ROI: Establish how you will define project success.
	
	Sign off: 
Supervisor’s signature: 	 	
Sign-off date:	 	


[bookmark: _Hlk96692846]Template 1: Workplace details 
	Workplace details

	Name of the organisation

	

	Contact details

	

	Department or work area of operation

	





Template 2: Project initiation document 
	Project initiation document (200-300 words)

	Project scope

	

	Project objectives

	

	KPIs to measure project objectives

	

	Key milestones

	





Template 3: Project stakeholders
	Project stakeholders (200-300 words)

	Project stakeholders with decision making authority

	

	Project stakeholders’ roles and responsibilities

	





Template 4: Client requirements and needs
	Client requirements and needs (150-200 words)

	



Template 5: Relationship between the project and the broader organisational strategies and goals
	Relationship between the project and the broader organisational strategies and goals (150-200 words)

	




Template 6: Negotiation outcomes  
	Negotiation outcomes (150-200 words)

	Project objectives

	

	Project outcomes 

	

	Project benefits

	



Template 7: Project governance structure
	Project governance structure (150-200 words)

	Roles and responsibilities of the project team members in project governance

	

	Rules related to project governance

	

	Procedures for implementation of project governance

	





Template 8: Project charter
	Project charter (500-600 words)

	Brief description: Include a few sentences that explain why you want to do this project and what you hope to accomplish.

	

	Scope: This answers the question, “What is being produced by the project?” Provide an overview of services, products, or results that you plan to develop

	

	Stakeholders: The stakeholders are the people you’ve been working with to create the project charter.

	

	Goals/deliverables

	

	Roles and responsibilities

	

	Project budget 

	

	Constraints and Assumptions: What are the project’s known and unknown parameters at this point?

	

	Success Measurements/ROI: Establish how you will define project success.

	



Performance Criteria/Performance Checklist: Activity 1
	This task must address the following performance criteria/ performance checklist. 

	To be assessed as satisfactory (S) in this assessment task, the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	Identified, clarified and developed project initiation documentation. 
· Analysed the information regarding the project given in the workplace simulated scenario.  
· Developed project initiation documentation. Included the following information in the project initiation document: 
· Project scope 
· Project objectives 
· KPIs to measure project objectives 
· Key milestones 
· Clarified the project initiation document prepared with the project manager. 
			

	Determined project stakeholders with decision making authority on project.
· Identified who will be the project stakeholders with decision making authority on project. 
· Analysed the project stakeholders’ roles and responsibilities.
			

	Established client requirements and needs. 
· Evaluate the information given in the workplace simulated scenario.
· Determine and establish client requirement and needs. 
· Document the client requirement and needs.
			

	Determined the relationship between the project and the broader organisational strategies and goals. 
· Analysed the information regarding the project given in the workplace simulated scenario.  
· Determined the relationship between the project and the broader organisational strategies and goals.
· Documented the relationship between the project and the broader organisational strategies and goals. 
			

	Negotiated and documented project objectives, outcomes and benefits.
· Collaborated with the team members. 
· Discussed the project initiation document with the team members assigned, including the following: 
· Project scope 
· Project objectives 
· KPIs to measure project objectives 
· Key milestones
· Negotiated on the following: 
· Project objectives
· Project outcomes 
· Project benefits
			

	Assisted in the creation of a project charter for approval.  
· Analysed the information given in the workplace simulated scenario. 
· Collaborated with the team members and develop project charter for approval using Template 7. 
· Brief description: Include a few sentences that explain why you want to do this project and what you hope to accomplish.
· Scope: This answers the question, “What is being produced by the project?” Provide an overview of services, products, or results that you plan to develop.
· Stakeholders: The stakeholders are the people you’ve been working with to create the project charter.
· Goals/deliverables
· Roles and responsibilities: This covers who is going to do what and identifies the team's responsibilities.
· Project budget 
· Constraints and Assumptions: What are the project’s known and unknown parameters at this point?
· Success Measurements/ROI: Establish how you will define project success.
			


	The student’s performance was:
	 Not satisfactory
 Satisfactory

	Feedback to student:


	Student signature
	 

	Observer signature
	 





Activity 2: Undertake project planning and design processes
This activity is a continuation of Activity 1.
This activity requires you to undertake project planning and design processes. 
To do so, you are required to: 
· Complete the steps given below. 
· Complete the template/s associated with each step. 
· Submit the completed templates to the trainer/assessor. 
Checklist 2: Undertake project planning and design processes
	[bookmark: _Hlk96692881]Criteria
	Place a tick mark, once completed

	Step 1: Establish project objectives
· Analyse the information given in the workplace simulated scenario and outcomes of Activity 1. 
· Collaborate with the team members and develop project budget using Template 9. 
	
	Step 2: Determine project stages and key requirements for stage completion in accordance with client requirements and project objectives.
· Determine different stages in project management life cycle and document using Template 10. 
· Determine the key requirements for each stage completion against client requirements and project objectives and document using Template 10. 
	
	Step 3: Examine project management functions to determine interdependencies and the impact of triple constraints.
· Assess the project management functions related to the project given in the workplace simulated scenario. 
· Determine interdependencies of the project management functions and the impact of the following constraints using Template 11. 
· Cost
· Scope and quality
· Time.
	
	Step 4: Create a project management plan that incorporates all project-management functions, as well as associated plans and baselines. Follow the guideline provided when preparing project management plan. 
· The project management plan must be prepared using Template 12. 
· Word-limit to prepare the project management plan is 600-800 words. 
· The project management plan must include the following information: 
· Purpose of the project 
· Assumptions/constraints 
· Project schedule and milestones including significant aspects such as: 
· Phases
· Stages
· Decision making.
· Scope baseline. 
· What is the project outcome expected to be?
· What are the deliverables, along with key milestones and the approach to delivery?
· The business need for the project deliverables and what business problem they solve? 
· Schedule and cost baselines 
· Identifying the resources for each task.
· Estimating how long each task will take to complete.
· Estimating the cost of each task. 
· Using the tasks list and estimates to develop the schedule.
· Quality management 
· Change control management 
	
	Step 5: Create two (2) tools for monitoring and controlling planned activity and document using Template 13.
· Develop two (2) tools for monitoring project activities planned in Step 4. 
· Discuss the steps for implementation of each tool for monitoring and controlling planned activity and document using Template 13. 
	
	Step 6: Negotiate project plan approval with relevant stakeholders and project authority.
Arrange a meeting with the following stakeholders and project authority. 
· Supervisor.
· Team members 
The trainer/assessor must observe the student conducting the meeting. 
The trainer assessor must further brief the student and the staff members of their roles and responsibilities and script to be followed before the meeting. 
The roles and responsibilities are as below: 
	Roles and responsibilities (Student/Project Manager) 
· Discuss the following with the potential collaborators. 
· Purpose of the project 
· Assumptions/contraints 
· Project schedule and milestones 
· Scope baseline. 
· Schedule and cost baselines 
· Quality management 
· Change control management
· Use listening and questioning to confirm and clarify understanding. 
· Conduct the meeting based on the ‘Script’ provided. 
Roles and responsibilities (Potential collaborators) 
· Participate in open and honest discussions.
· Participate in the meeting using following the script provided. 


To conduct the meeting, you must follow the meeting process and the meeting script provided below. 
Meeting process: 
	Before the meeting 
	1. Create a meeting agenda.
· Confirm the meeting time and place with the trainer/assessor. 
· Use the meeting agenda template provided to prepare the meeting agenda. 
2. E-mail the meeting participants’ presentation and meeting agenda and request confirmation for the meeting.

	During the meeting 
	1. Welcome the participants 
2. Conduct the meeting based on the ‘Meeting script’ provided.
3. Clarify the understanding of the participants.

	After the meeting
	1. Summarise the agreed outcomes using the meeting minutes template provided. 



Meeting script: Meeting 1
	Script: Meeting (Student/Project Manager)  
The (Student/Project Manager) will discuss the following with the internal stakeholders: 
· Purpose of the project 
· Assumptions/contraints 
· Project schedule and milestones 
· Scope baseline. 
· Schedule and cost baselines 
· Quality management 
· Change control management  
The Student/Project Manager will further: 
· Clarify the understanding of the internal stakeholders. 
· Answer the questions asked by the stakeholders. 
· Negotiate project plan and gain approval.

	Script for stakeholders: 
	Note: The stakeholders will discuss the following with the Project Manager: 
1. How does the project management plan align with the organisational objectives? 
2. What monitoring and evaluation strategies will be used to monitor and control the project?



	
	Sign off: 
Supervisor’s signature: 	 	
Sign-off date:	 	




[bookmark: _Hlk96692929]Template 9: Project budget
	Project budget

	





Template 10: Project stages and key requirements for stage completion
	Project stages and key requirements for stage completion (300-400 words)

	Different stages in project management life cycle

	

	Key requirements for each stage completion against client requirements and project objectives

	




Template 11: Examine project management functions to determine interdependencies and the impact of triple constraints
	Examine project management functions to determine interdependencies and the impact of triple constraints (200-300 words)

	Interdependencies of the project management functions and the impact of the following constraints. 
· Cost
· Scope and quality
· Time.

	




Template 12: Project management plan
	Project management plan (500-600 words)

	Purpose of the project

	

	Assumptions/constraints

	

	Project schedule and milestones including significant aspects such as: 
· Phases
· Stages
· Decision making.

	

	Scope baseline. 
· What is the project outcome expected to be?
· What are the deliverables, along with key milestones and the approach to delivery?
· The business need for the project deliverables and what business problem they solve?

	

	Schedule and cost baselines 
· Identifying the resources for each task.
· Estimating how long each task will take to complete.
· Estimating the cost of each task. 
· Using the tasks list and estimates to develop the schedule.

	

	Quality management

	

	Purpose of the project

	

	Change control management

	



Template 13: Tools for monitoring and controlling planned activity
	Tools for monitoring and controlling planned activity (200-300 words)

	Two (2) tools for monitoring and controlling planned activity

	

	Steps for implementation of each tool for monitoring and controlling planned activity

	




Meeting minutes: 
	Meeting Minutes:
	

	Date of Meeting:  (MM/DD/YYYY)
	
	Time:
	

	Minutes Prepared By:
	
	Location:
	

	1. Meeting Objective

	

	2. Attendance at Meeting 

	Name
	Department/Division
	E-mail
	Phone

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	3. Agenda and Notes, Decisions, Issues 

	Topic
	Owner
	Time

	
	
	

	
	
	

	
	
	

	4. Action Items   

	Action
	Owner
	Due Date

	
	
	

	
	
	

	
	
	

	
	
	

	5. Next Meeting (if applicable)

	Date:  (MM/DD/YYYY)
	
	Time:  
	
	Location:  
	

	Objective:  
	



Meeting agenda template: 
	Meeting/Project Name:
	

	Date of Meeting:  (MM/DD/YYYY)
	
	Time:
	

	Meeting Facilitator:
	
	Location:
	

	1. Meeting Objective

	

	2. Attendees 

	Name
	Department/Division
	E-mail
	Phone

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	3. Meeting Agenda 

	Topic
	Owner
	Time

	
	
	

	
	
	

	
	
	

	4. Pre-work/Preparation (documents/handouts to bring, reading material, etc.)

	Description
	Prepared by

	
	

	
	

	
	

	
	


Performance Criteria/Performance Checklist: Activity 2
	This task must address the following performance criteria/ performance checklist. 

	To be assessed as satisfactory (S) in this assessment task, the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	Established project objectives
· Collaborated with the team members and develop project budget. 
			

	Determined project stages and key requirements for stage completion in accordance with client requirements and project objectives.
· Determined different stages in project management life cycle. 
· Determined the key requirements for each stage completion against client requirements and project objectives 
			

	Examined project management functions to determine interdependencies and the impact of triple constraints.
· Assessed the project management functions related to the project given in the workplace simulated scenario. 
· Determined interdependencies of the project management functions and the impact of the following constraints. 
· Cost
· Scope and quality
· Time.
			

	Created a project management plan that incorporates all project-management functions, as well as associated plans and baselines. Followed the guideline provided when preparing project management plan.
			

	Created two (2) tools for monitoring and controlling planned activity.
· Developed two (2) tools for monitoring project activities planned in Step 4. 
· Discussed the steps for implementation of each tool for monitoring and controlling planned activity.
			

	Negotiate project plan approval with relevant stakeholders and project authority.  
· Discussed the following with the potential collaborators. 
· Purpose of the project 
· Assumptions/contraints 
· Project schedule and milestones 
· Scope baseline. 
· Schedule and cost baselines 
· Quality management 
· Change control management
· Used listening and questioning to confirm and clarify understanding. 
· Conducted the meeting based on the ‘Script’ provided.
			


	The student’s performance was:
	 Not satisfactory
 Satisfactory

	Feedback to student:


	Student signature
	 

	Observer signature
	 




Activity 3: Implement and monitor project
This activity is a continuation of Activity 2. 
This activity requires you to implement and monitor project given in the workplace simulated scenario. 
	Guidelines for Activity 3: 
· This activity will take place during the implementation phase of the project. 
· The timeline to complete the implementation phase of the project is one month. 
· The marketing team will work on conducting the marketing audit of the marketing plan and ensure the marketing audit include the following:  
· External environmental factors that meet audit process requirements
· Technological factors, market characteristics and competitive factors, which meet audit process requirements
· External market audit: 
· Objectives of the external marketing audit
· Outcomes of PEST analysis 
· Market analysis, including the following:
· Cultural nature of the market.
· Two (2) competitors and their profitability.
· Evolving lifestyles of your customers.
· Changing nature of consumerism in your target market.
· The economic condition of the market.
· Outcomes of competitor analysis
· Internal market audit 
· SWOT analysis of the marketing plan based on profitability and cost-effectiveness. 
· Market analysis 
· Whether the existing marketing strategy can be used to promote products to the B2B market? 
· Whether the organisation is active on social media networks? If no, what social media strategy should be implemented in the organisation.
· Should the organisation be investing in paid advertising (PPC)?
· The student will prepare a status report on the project each week for a period of one month. 


To do so, you are required to: 
· Follow the steps given below. 
· Complete the template/s associated with each step. 
· Submit the completed templates to the Supervisor. 
Instructions for trainer/assessor: 
· The trainer/assessor or Supervisor must ensure that the student is made familiar with the existing workplace practices. 
· The trainer/assessor or Supervisor must ensure that the student has access to the Marketing strategic plan.
· The marketing manager must assist the student in reviewing the effectiveness of project human resource management. 
· The trainer/assessor or Supervisor must supervise and observe the student performing this activity. 
· The trainer/assessor or Supervisor must place a tick mark against each step given in the checklist after the student performs/implements the step. 
· Sign off the checklist and ask the student for the submission of templates associated with each step. 
Checklist 3: Implement and monitor project
	[bookmark: _Hlk96693183]Steps
	Place a tick mark, once completed

	Step 1: Implement and monitor the project in accordance with the project scope, timeline, and budget.
· Conduct marketing plan audit as scheduled in accordance with the project scope, timeline, and budget. 
· Monitor the outcomes of project on weekly basis and develop weekly project status on project progress and identified challenges for a period of one month.
· For each weekly project status report for a period of one month, include the following information using Template 14: 
· Reporting period 
· Project title 
· Project manager 
· Project milestones 
· Status 
· Baseline completion date 
· Challenges identified 
· Update the project records against project deliverables each week and submit to the trainer/assessor.
· Submit the updated project records to the trainer/assessor or Supervisor.
	
	Step 2: Work with relevant stakeholders to resolve conflicts that are impeding the achievement of project objectives.
· Seek feedback from the team members and Supervisor on the project status reports. 
· Determine the conflicts that are impeding the achievement of project objectives and document using Template 15. 
· Discuss the following with the team members and Supervisor: 
· Project milestones 
· Status 
· Baseline completion date 
· Challenges identified
· Conflicts that are impeding the achievement of project objectives
· Collaborate with team members and Supervisor and: 
· Discuss the changes required for the next implementation phases and document using Template 15.
· Resolve conflicts and document the resolution using Template 15.
	
	Step 3: Analyse and submit for approval an impact analysis of change requests.
· Collaborate with the team members assigned. 
· Undertake an impact analysis of the proposed changes. 
· Analyse the proposed changes identified in Step 4. 
· Determine the impact of changes and document using Template 17. 
· Determine the cost of change and impact of not making the change and document using Template 17. 
· Submit for approval the impact analysis of requested changes to the Supervisor.
	
	Step 4: Keep the following project logs and registers for project auditing purposes.
· Risk log and register (Template 18). Include the following information: 
· Three (3) risks 
· Impact 
· Risk response 
· Risk level 
· Risk owner 
· Issue log and register (Template 19). Include the following information: 
· Three (3) issues 
· Issue category 
· Priority 
· Responsible parties 
· Status of issue
	
	Sign off: 
Supervisor’s signature: 	 	
Sign-off date:	 	


[bookmark: _Hlk96693204]Template 14: Project status report 
	Project status report (300-400) words

	Reporting period 

	

	Project title 

	

	Project manager 

	

	Project milestones 

	

	Status 

	

	Baseline completion date 

	

	Challenges identified 

	





Template 15: Address challenges and resolve conflicts 
	Address challenges and resolve conflicts (300-400 words) 

	Conflicts that are impeding the achievement of project objectives

	

	Changes required for the next implementation phases

	

	Resolution implemented  

	





Template 17: An impact analysis of the proposed changes
	An impact analysis of the proposed changes (200-300 words)

	The impact of the changes

	

	The cost of change and impact of not making the change 

	





Template 18: Risk log and register 
	Risk log and register

	Three (3) risks
	Impact
	Risk response
	Risk level
	Risk owner

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





Template 19: Issue log and register 
	Issue log and register

	Three (3) issues
	Issue category
	Priority
	Responsible parties
	Status of issue

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





Performance Criteria/Performance Checklist: Activity 3
	This task must address the following performance criteria/ performance checklist. 

	To be assessed as satisfactory (S) in this assessment task, the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	Implemented and monitored the project in accordance with the project scope, timeline, and budget.
· Conducted marketing plan audit as scheduled in accordance with the project scope, timeline, and budget. 
· Monitored the outcomes of project on weekly basis and developed weekly project status on project progress and identified challenges for a period of one month.
· For each weekly project status report for a period of one month, included the following information: 
· Reporting period 
· Project title 
· Project manager 
· Project milestones 
· Status 
· Baseline completion date 
· Challenges identified 
· Updated the project records against project deliverables each week and submit to the trainer/assessor.
· Submitted the updated project records to the trainer/assessor or Supervisor.
			

	Worked with relevant stakeholders to resolve conflicts that are impeding the achievement of project objectives.
· Sought feedback from the team members and Supervisor on the project status reports. 
· Determined the conflicts that are impeding the achievement of project objectives. 
· Discussed the following with the team members and Supervisor: 
· Project milestones 
· Status 
· Baseline completion date 
· Challenges identified
· Conflicts that are impeding the achievement of project objectives
· Collaborated with team members and Supervisor and: 
· Discuss the changes required for the next implementation phases.
· Resolve conflicts and document the resolution.
			

	Analysed and submitted for approval an impact analysis of change requests.
· Collaborated with the team members assigned. 
· Undertook an impact analysis of the proposed changes. 
· Analysed the proposed changes identified in Step 4. 
· Determined the impact of the changes. 
· Determined the cost of change and impact of not making the change. 
· Submitted for approval the impact analysis of requested changes to the Supervisor.
			

	Kept the following project logs and registers for project auditing purposes.
· Risk log and register (Template 18). Include the following information: 
· Three (3) risks 
· Impact 
· Risk response 
· Risk level 
· Risk owner 
· Issue log and register (Template 19). Include the following information: 
· Three (3) issues 
· Issue category 
· Priority 
· Responsible parties 
· Status of issue
			


	The student’s performance was:
	 Not satisfactory
 Satisfactory

	Feedback to student:


	Student signature
	 

	Observer signature
	 





Activity 4: Review project
This activity is a continuation of Activity 3.
This activity requires you to review project implemented in Activity 3. 
	[bookmark: _Hlk96693225]Guidelines for Activity 4: 
· This activity will take place after the implementation phase of the project. 
· The student will submit the outcomes of marketing audit to the Supervisor (Trainer/assessor). This includes:
· External environmental factors that meet audit process requirements
· Technological factors, market characteristics and competitive factors, which meet audit process requirements
· External market audit: 
· Objectives of the external marketing audit
· Outcomes of PEST analysis 
· Market analysis, including the following:
· Cultural nature of the market.
· Two (2) competitors and their profitability.
· Evolving lifestyles of your customers.
· Changing nature of consumerism in your target market.
· The economic condition of the market.
· Outcomes of competitor analysis
· Internal market audit 
· SWOT analysis of the marketing plan based on profitability and cost-effectiveness. 
· Market analysis 
· Whether the existing marketing strategy can be used to promote products to the B2B market? 
· Whether the organisation is active on social media networks? If no, what social media strategy should be implemented in the organisation.
· Should the organisation be investing in paid advertising (PPC)?
· The trainer/assessor will provide feedback and suggestions for improvement to project performance. 



To do so, you are required to: 
· Follow the steps given below. 
· Complete the template/s associated with each step. 
· Submit the completed templates to the Supervisor. 

Checklist 4: Review project
	[bookmark: _Hlk83397253]Steps
	Place a tick mark, once completed

	Step 1: Identify and allocate project finalisation activities. 
· Identify and document any five (5) project finalisation activities and document using Template 20. 
· Allocate project finalisation activities to the team members and document the responsible person for completion of the project finalisation activities using Template 20.
	
	Step 2: Prepare finalised project products and associated documentation for handover to client.
· External environmental factors that meet audit process requirements
· Technological factors, market characteristics and competitive factors, which meet audit process requirements
· External market audit: 
· Objectives of the external marketing audit
· Outcomes of PEST analysis 
· Market analysis, including the following:
· Cultural nature of the market.
· Two (2) competitors and their profitability.
· Evolving lifestyles of your customers.
· Changing nature of consumerism in your target market.
· The economic condition of the market.
· Outcomes of competitor analysis
· Internal market audit 
· SWOT analysis of the marketing plan based on profitability and cost-effectiveness. 
· Market analysis 
· Whether the existing marketing strategy can be used to promote products to the B2B market? 
· Whether the organisation is active on social media networks? If no, what social media strategy should be implemented in the organisation.
· Should the organisation be investing in paid advertising (PPC)?
	
	Step 3: Finalise financial, legal and contractual obligations for the project products and associated documentation.
· Collaborate with the team members. 
· Determine financial, legal and contractual obligations for the finalised project products and associated documentation and document using Template 21. 
· Complete financial, legal and contractual obligations.
	
	Step 4: Seek feedback and suggestions for improvement to project performance.
· Collaborate with the team members. 
· Evaluate the performance of the project. 
· Seek feedback on the following aspects and determine two (2) areas of improvement and document using Template 22. 
· Project implementation
· Project management 
· Project integration
· Seek feedback on suggestion to address each area of improvement and document using Template 22.
	
	Step 5: Document feedback received to improve future projects using Template 23.
	
	Sign off: 
Supervisor’s signature: 	 	
Sign-off date:	 	





[bookmark: _Hlk96693286]Template 20: Project finalisation activities

	Risk log and register

	Project finalisation activities
	Assigned to:

	
	

	
	

	
	

	
	

	
	





Template 21: Financial, legal and contractual obligations
	Improvement to project performance (300-400 words)

	Financial obligations

	

	Legal obligations

	

	Contractual obligations

	





Template 22: Seek feedback and suggestions for improvement to project performance
	Seek feedback and suggestions for improvement to project performance (200-300 words)

	Two (2) areas of improvement 

	

	Feedback on suggestion to address each area of improvement

	





Template 23: Feedback received to improve future projects
	Feedback received to improve future projects (100-200 words)

	





Performance Criteria/Performance Checklist: Activity 4
	This task must address the following performance criteria/ performance checklist. 

	To be assessed as satisfactory (S) in this assessment task, the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	Identified and allocated project finalisation activities. 
· Identified and document any five (5) project finalisation activities and document using Template 20. 
· Allocated project finalisation activities to the team members and document the responsible person for completion of the project finalisation activities.
			

	Prepared finalised project products and associated documentation for handover to client.
			

	Finalised financial, legal and contractual obligations for the project products and associated documentation.
			

	Sought feedback and suggestions for improvement to project performance.
· Collaborated with the team members. 
· Evalauted the performance of the project. 
· Sought feedback on the following aspects and determine two (2) areas of improvement. 
· Project implementation
· Project management 
· Project integration
· Sought feedback on suggestion to address each area of improvement.
			

	Documented feedback received to improve future projects.
			


	The student’s performance was:
	 Not satisfactory
 Satisfactory

	Feedback to student:


	Student signature
	 

	Observer signature
	 




Assessment Results Sheet  
	Outcome
		First attempt: 



Outcome (make sure to tick the correct checkbox):  

Satisfactory (S) ☐ or Not Satisfactory (NS) ☐

Date: _______(day)/ _______(month)/ ____________(year)

Feedback: 









	Second attempt: 



Outcome (make sure to tick the correct checkbox):  

Satisfactory (S) ☐ or Not Satisfactory (NS) ☐

Date: _______(day)/ _______(month)/ ____________(year)
Feedback: 







	Student Declaration
	· I declare that the answers I have provided are my own work.  Where I have accessed information from other sources, I have provided references and or links to my sources. 
· I have kept a copy of all relevant notes and reference material that I used as part of my submission. 
· I have provided references for all sources where the information is not my own. I understand the consequences of falsifying documentation and plagiarism. I understand how the assessment is structured. I accept that the work I submit may be subject to verification to establish that it is my own.
· I understand that if I disagree with the assessment outcome, I can appeal the assessment process, and either re-submit additional evidence undertake gap training and or have my submission re-assessed. 
· All appeal options have been explained to me.


	Student Signature
	


	Date 
	


	Trainer/Assessor Name 
	

	Trainer/Assessor Declaration
	I hold:

☐ Vocational competencies at least to the level being delivered
☐ Current relevant industry skills 
☐ Current knowledge and skills in VET, and undertake
☐ Ongoing professional development in VET

I declare that I have conducted an assessment of this student’s submission. The assessment tasks were deemed current, sufficient, valid and reliable. I declare that I have conducted a fair, valid, reliable, and flexible assessment.  I have provided feedback to the student.


	Trainer/Assessor Signature
	

	Date
	


	Office Use Only
	The outcome of Assessment has been entered into the Student Management System 

on _________________ (insert date) 

by (insert Name) __________________________________






Appendix A: Reasonable Adjustments

	Write (task name and number) where reasonable adjustments have been applied: 


	

	Reasonable Adjustments 


	· Students with carer responsibilities, cultural or religious obligations, English as an additional language, disability etc. can request for reasonable adjustments. 
· Please note, academic standards of the unit/course will not be lowered to accommodate the needs of any student, but there is a requirement to be flexible about the way in which it is delivered or assessed. 
· The Disability Standards for Education requires institutions to take reasonable steps to enable the student with a disability to participate in education on the same basis as a student without a disability. 
· The trainer/assessor must complete the section below “Reasonable Adjustment Strategies Matrix” to ensure the explanation and correct strategy have been recorded and implemented. 
· The trainer/assessor must notify the administration/compliance and quality assurance department for any reasonable adjustments made. 
· All evidence and supplementary documentation must be submitted with the assessment pack to the administration/compliance and quality assurance department.



	[bookmark: _Hlk90544372][bookmark: _Hlk96693313]Reasonable Adjustment Strategies Matrix (Trainer/Assessor to complete)

	Category
	Possible Issue
	Reasonable Adjustment Strategy 
(select as applicable)

	☐ LLN
	☐ Speaking
☐ Reading
☐ Writing
☐ Confidence
	☐ Verbal assessment 
☐ Presentations 
☐ Demonstration of a skill 
☐ Use of diagrams 
☐ Use of supporting documents such as wordlists

	☐ Non-English Speaking Background 
	☐ Speaking
☐ Reading
☐ Writing
☐ Cultural background
☐ Confidence
	☐ Discuss with the student and supervisor (if applicable) whether language, literacy and numeracy are likely to impact on the assessment process
☐ Use methods that do not require a higher level of language or literacy than is required to perform the job role
☐ Use short sentences that do not contain large amounts of information
☐ Clarify information by rephrasing, confirm understanding 
☐ Read any printed information to the student
☐ Use graphics, pictures and colour coding instead of, or to support, text
☐ Offer to write down, or have someone else write, oral responses given by the student
☐ Ensure that the time available to complete the assessment, while meeting enterprise requirements, takes account of the student’s needs

	☐ Indigenous
	☐ Knowledge and understanding
☐ Flexibility
☐ Services
☐ Inappropriate training and assessment
	☐ Culturally appropriate training
☐ Explore understanding of concepts and practical application through oral assessment
☐ Flexible delivery 
☐ Using group rather than individual assessments 
☐ Assessment through completion of practical tasks in the field after demonstration of skills and knowledge. 

	☐ Age
	☐ Educational background
☐ Limited study skills 
	☐ Make sure font size is not too small
☐ Trainer/Assessor should refer to the student’s experience
☐ Ensure that the time available to complete the assessment takes account of the student’s needs
☐ Provision of information or course materials in an accessible format. 
☐ Changes in teaching practices, e.g. wearing an FM microphone to enable a student to hear lectures
☐ Supply of specialised equipment or services, e.g. a note-taker for a student who cannot write
☐ Changes in lecture schedules and arrangements, e.g. relocating classes to an accessible venue
☐ Changes to course design, e.g. substituting an assessment task
☐ Modifications to the physical environment, e.g. installing lever taps, building ramps, installing a lift

	☐ Educational background
	☐ Reading
☐ Writing
☐ Numeracy
☐ Limited study skills and/or learning strategies
	☐ Discuss with the Student previous learning experience
☐ Ensure learning and assessment methods meet the student’s individual need

	☐ Disability
	☐ Speaking
☐ Reading
☐ Writing
☐ Numeracy
☐ Limited study skills and/or learning strategies
	☐ Identify the issues
☐ Create a climate of support
☐ Ensure access to support that the student has agreed to
☐ Appropriately structure the assessment
☐ Provide information or course materials in an accessible format, e.g.  a textbook in braille
☐ Changes in teaching practices, e.g. wearing an FM microphone to enable a student to hear lectures
☐ Supply of specialised equipment or services, e.g. a note-taker for a student who cannot write
☐ Changes in lecture schedules and arrangements, e.g. relocating classes to an accessible venue
☐ Changes to course design, e.g. substituting an assessment task
☐ Modifications to the physical environment, e.g. installing lever taps, building ramps, installing a lift





	Explanation of reasonable adjustments strategy used


	



	Trainer/Assessor Name 
	

	Trainer/Assessor Declaration
	
I declare that I have attached all relevant evidence to provide reasonable adjustment. The training package guidelines and criteria have not been compromised in the process of providing reasonable adjustment to the student. I declare that I have conducted a fair, valid, reliable, and flexible assessment.  I have provided explanation of reasonable adjustments strategy used, as required. 


	Trainer/Assessor Signature
	

	Date
	




Version Number: 10 (Review date: 01/06/2022)                    Unit CodeBSBPMG540	Page 2 of 11

		Page 2 of 57
image3.png
Task Ne RSl S el ool ¥l 240
gt e [ T Tt oz Framz oz 2ema o s [ e e [rima s

[ Fiiming

Project spproved
Supplier contractect

Locaons booke o @
Preparton conpeed 3 o
Fimng comite 503
o g Saseing it dte 0504 et

& predicteid to be 3 days behind schedute

Figure 1 Gantt Chart view in Microsoft Project showing slippage against the project milestones
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Figure 2 is an example of a milestone slip chart.
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