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Assessment instructions
	Assessment details
	Instructions

	Assessment overview
	To complete the unit requirements safely and effectively, the individual must: 
· identify the enterprise style guide/house style
· outline formatting styles and their impact on formatting, readability and appearance of documents
· explain rules and conventions for written English, as defined by general and specialist sources.

	Assessment Event number
	2 of 2

	Instructions for this assessment
	This is a skill-based assessment and will be assessing you on your ability to demonstrate the skills required in the unit.
This assessment is in two (2) parts:
· Part 1: Practical – comprising six (6) tasks
· Part 2: Assessment Feedback

	Submission instructions
	On completion of this assessment, your Assessor will advise you whether you are required to upload it or print and submit it to your Assessor for marking. 
Ensure you have written your name at the bottom of each page of this assessment.
It is important that you keep a copy of all electronic and hardcopy assessments submitted to TAFE and complete the assessment declaration when submitting the assessment.

	What do I need to do to achieve a satisfactory result?
	To successfully complete this assessment the student will be available at the arranged time to complete all the assessment criteria as outlined in the assessment instructions.
Any oral questions must be answered correctly to be deemed satisfactory in this assessment task; however, Assessors may ask questions to clarify understanding.
Student must provide evidence of the ability to:
· plan, draft and finalise complex documents that require review and analysis of a range of information sources
· use business technology to apply formatting, and incorporate graphics
· edit the draft text to ensure accuracy and clarity of information, obtain feedback on the draft and revise the draft 
· apply the enterprise style guide/house style.
Note: If a specific volume or frequency is not stated, then evidence must be provided at least once.

	What do I need to provide?
	Textbooks, Learning Guide, pens, pencil, paper, other resources as required

	What the Assessor will provide
	· Access to computers with Microsoft Word and Publisher.
· Assess to the internet.  
· Assess to Plan2go, including a link to the web site and log on details.
· Templates for Plan2go.
· Access to a printer.
· Envelopes and outgoing mail tray in the classroom

	Assessment Conditions
	Assessment must be conducted in a safe environment where evidence gathered demonstrates consistent performance of typical activities experienced in the communication – writing field of work and include access to:
office equipment and resources 
organisational policies and procedures
organisational style guides.

	Due date/time allowed/venue
	Refer to Unit Assessment Guide for the due date. 
Should be completed in 5 hours. 

	Assessment feedback, review or appeals
	Appeals are addressed in accordance with Assessment Guidelines for TAFE NSW.





Specific task instructions
The instructions and the criteria in the tasks and activities below will be used by the Assessor to determine whether the tasks and activities have been satisfactorily completed. Use these instructions and criteria to ensure you demonstrate the required skills and knowledge.
If this assessment requires you to record information, your Assessor will provide you with an appropriate document/template.



Part 1:  Practical
Satisfactory completion of tasks
To achieve a satisfactory result for Part 1, Tasks 1-6, of the assessment, you will be required to complete a series of workplace documents.   Documents must be accurate, contain no spelling, grammar or punctuation errors, and correspond with the Plan2go Style Guide. Your responses will be used as part of the overall evidence requirements of the unit.
Document plan:  A document plan is required for Tasks 1-4.
Draft documents:  An initial draft document is required for each task.  After the draft document has been marked by the Assessor, you are to finalise the document, print and submit.  
You are to utilise your oral communication skills to discuss and clarify the amendments required on the draft documents with the Assessor.  Use your questioning skills to ensure you fully understand any improvements or corrections which may be required in your final document.
On completion of the entire assessment, these tasks will be digitally saved and submitted as evidence.  
Self-assessment checklist 
The self-assessment checklist, included at the end of Part 1 of this assessment, provides an outline of how each of your assessment documents will be assessed.  
Use this as a checklist to ensure that all instructions have been followed and all tasks completed before submitting your draft documents to your assessor.
Instructions
There are six (6) practical tasks that you must complete.
For Tasks 1-4, you must submit a document plan, based on the sample provided in the resource folder, with your initial draft copy.
Prepare all Task 1-6 documents as drafts before producing final copies. Submit the draft to your assessor for feedback.  After you receive feedback from your Assessor, incorporate any amendments, and submit a FINAL copy of your completed, usable document to your assessor.
Final copies may be holistically assessed and form part of the criteria for other units of competency, e.g. unit BSBITU401 – Design and Develop Complex Text Documents.
All documents must comply with the Plan2go style guides, and templates should be used where available from the Plan2go website.

	Plan2go Scenario

	Plan2go has decided to open a store in Victoria. 
· The new address is 56 Swanson Street, MELBOURNE VIC 3000, Phone 03 9568 3666, Fax 03 9568 3667.
· The store will be officially opened on the last Saturday of next month.
· You have been employed as the Office Manager because of your excellent supervisory skills, ability and aptitude!  Your role is to establish, set up and market the new store – basically get it up and running!  You have three (3) staff members working with you as a team.
· New products which Plan2go will now be selling include travel guides for Europe, America and Australia.  As no official graphics have yet been provided, generic pictures of travel guides can be included as required in your documents.
· Other businesses offer the same products as Plan2go in Melbourne. Therefore, your goal is to market Plan2go as THE best!  
Keep referring to this scenario while developing your documents.



Corporate travel services – mission statement
Our corporate travel services help you with your corporate travel needs. Pretty simple really!
We commit to meeting the highly individualised needs of corporate travellers through a blend of technology and personalised services. Our commitment to tailored solutions and exceptional service ensures maximum return on your business travel investment.
We recognise the nature of corporate travel varies across different industries. We are highly adaptable, flexible and enjoy partnering with organisations to achieve corporate travel goals.
Plan2go believes travel intelligence encompasses everything from technology and results to insight, convenience and service – we work hard to remain leaders in corporate travel management through innovation and exceptional people.

Plan2go slogan:
WHATEVER YOUR NEEDS, WHEREVER YOU PLAN2GO WE ARE ALREADY THERE!


Task 1 - Detailed business letter
You are required to create a formal letter that can be sent (by mail or email) to organisations to promote the new Plan2go store and products.  This will be a “persuasive” letter – you are selling an idea.
Identify the enterprise style guide. Access the Plan2go website and locate any policies that apply to written correspondence.  
Use the Plan2go letterhead template to plan and draft a detailed letter to promote the new Plan2go store and its products. This letter could be sent to businesses in the local area and will later be mail-merged with a contact list. (Note:  You will not need to complete the final merge.)  You will need to change the address in the header to the new branch.
You may want to include an opening special to entice people to visit the store or order products.
This will be a PERSUASIVE LETTER – you are selling an idea. 
· Attract the reader's ATTENTION (this will form your introduction)
· Stimulate the reader’s INTEREST (body of the letter – some good points!)
· Develop a DESIRE within the reader (still within the body of the letter)
· Encourage the reader to take a specific ACTION (Conclusion).
If your Assessor has not provided you with access to the Plan2go website and a copy of the Plan2go digital brand and style guidelines, STOP and check with them to ensure you know where to access the site and the manual before continuing with the tasks in this assessment.
1. Produce a draft document for your assessor to approve.
2. Create and attach a completed document plan with this task.
3. Complete the self-assessment checklist for Task 1.


Task 2 – Promotional brochure
You are to create a double-sided, tri-fold brochure to distribute to various organisations promoting the new Plan2go store in Melbourne, as well as the new Plan2go products. You can use Word or Publisher to complete the task.  Think carefully about how you would go about doing this. You may need to create a storyboard first to get an idea of how the tri-fold brochure will look. Take into consideration that it may be sent with the above letter.  Apply suitable formatting and incorporate graphics.
Before creating your draft document, refer to the Plan2go Digital Brand and Style Guidelines and locate any relevant section/s that you will need to consider when you produce promotional material for Plan2go.  Ensure you use the Plan2go logo appropriately.
Check the Plan2go website for a relevant template.
Use the following list as an ideas generator for the layout of your brochure.   All or similar items must be included; however, the position of the items may be varied.  Ensure you add graphics to make the brochure more interesting.
Theme:
· As Plan2go sells travel products and services, a travel theme may be appropriate.
· Include Plan2go, generic or copyright free graphics as required.
Elements to include: 
· Company Name Logo – suggest front page
· A catchy slogan or two – suggest front page
· Plan2go Mission 
· Why choose Plan2go
· Message from MD 
· Graphics of products
· History of Plan2go
· Products – use categories briefly 
· Opening specials
· Location of the new store
· Store opening specials? 
· Address details (suggest back page)
· Contact details Website/email (suggest back page)
· Map (suggest back page)
· Trading hours(suggest back page)
Also consider:
· Offering a prize as an incentive 
· Advertise opening specials – available in-store only. 
The following samples provide illustrations of double-sided tri-fold brochures.

Remember:
1. Produce a draft document for your assessor to approve.
2. Create and attach a completed document plan with this task.
3. Complete the self-assessment checklist for Task 2.


Task 3 - Creating a simple procedure manual  
You have been asked to write a procedure for the new receptionist on how to receive visitors to the new Melbourne Plan2go office and showroom.
Refer to the Plan2go website for ideas BUT do not replicate what is there – your goal is to improve any existing procedures to ensure outstanding customer service is delivered to visitors to your new Melbourne office and showroom! Remember that instructions are to be Clear, Concise and Logical!
Word process your answers and ensure your name is included in the header.   The footer should include the task number on the left and the date on the right.  
Points to consider -
· Greeting visitors in general
· Showroom Visitors - those with appointments/without appointments
· Office Visitors - those with appointments/without appointments
· Difficult Visitors - Visitors with complaints
· What to do if a visitor enters reception at the same time as the phone rings.
· WHS/Evacuations
· List your name and job title at the end of the document
· A brief overview of the Plan2go policy
This procedure is to be produced professionally.  The manual is designed to be left at reception so that all staff working in the reception area will have access to the correct procedures to be used when greeting visitors. (In practice, the manual would be required to be bound in booklet form.)  
You must include:
· cover/title page
· table of contents
· introduction
· a clear and logical explanation of the procedures to be followed
· pictures or graphics to clarify if appropriate.
Remember:
1. Produce a draft document for your assessor to approve.
2. Create and attach a completed document plan with this task.
3. Complete the self-assessment checklist for Task 3.
Task 4 – Create a fact sheet
Create a one-page A4 fact sheet/flyer for one of the products that Plan2go Melbourne will be selling. As stated in the Plan2go Scenario, Plan2go will now be selling travel guides for Europe, America and Australia.  
Research one destination only, using any suitable source of reference, and produce a one-page fact sheet explaining that item to your customers, e.g. its name, purpose, origins, cost etc.  List the reference sites used at the bottom of the document.
Many businesses produce this type of document, either laminated or on glossy paper to promote their products. You will need to apply suitable formatting and incorporate graphics.
1. Produce a draft document for your assessor to approve.
2. Create and attach a completed document plan with this task.
3. Complete the self-assessment checklist for Task 4.
Task 5 – Rules and conventions of Australian written English
Access the internet and locate a general and\or specialist source which explains some of the rules and conventions that you consider are important for Australian written English, which affects documents that you produce.  
Explain one (1) of the rules and conventions that you include in your writing (e.g. the use of punctuation, capitalisation, formatting and sentence structure).  You are required to provide the source of your explanation to evidence your research, i.e. copy and paste the internet address of the source at the end of your explanation. 
Word process your answers and ensure your name is included in the header.   The footer should include the task number on the left and the date on the right.  Prepare Task 5 for printing, save a copy and submit it to your Assessor for feedback. Your answer should contain a minimum of 80-100 words.
Complete the self-assessment checklist for Task 5.
Task 6 – Formatting features and styles 
Examine the simple Procedure Manual that you created in Task 3.  Describe some of the formatting features and styles that you have used and explain how they have impacted on your document’s presentation and readability. 
Word process your answers and ensure your name is included in the header.   The footer should include the task number on the left and the date on the right.  Prepare Task 6 for printing, save a copy and submit it to your Assessor for feedback. Your answer should contain a minimum of 50-80 words. 
Complete the self-assessment checklist for Task 6.
Self-Assessment Checklist
Students should complete this checklist to ensure all tasks have been completed for each of the six (6) task documents, before submitting the drafts to their Assessor.
	Task
	Draft Document
	Corrections required
	Final document

	Task 1: Detailed business letter
	
	
	

	Document Plan
	
	
	

	DRAFT 
	
	
	

	Essential parts of the letter included:
	
	
	

	Correct Plan2go template used
	
	
	

	The correct address for the new branch has been inserted in the header
	
	
	

	Date inserted
	
	
	

	Address block inserted to reflect a later mail-merge
	
	
	

	Appropriate greeting line
	
	
	

	Subject line
	
	
	

	Introductory paragraph attracted the reader’s attention
	
	
	

	Body of letter stimulated the reader’s interest
	
	
	

	Body of letter developed a desire within the reader to attend the new branch opening
	
	
	

	Conclusion encouraged the reader to take a specific action, i.e., attend the opening, purchase items on special, etc.
	
	
	

	FINAL 
	
	
	

	All amendments and corrections included?
	
	
	

	Task 2: Promotional brochure
	
	
	

	Document Plan
	
	
	

	DRAFT 
	
	
	

	The correct format of the tri-fold double-sided brochure created.
	
	
	

	Plan2go template used
	
	
	

	Printed correctly with all text and graphics displayed correctly
	
	
	

	Printed double-sided correctly (i.e., second page correct way up)
	
	
	

	No large white spaces, columns evenly formatted
	
	
	

	All essential information included:
	
	
	

	Company name and logo
	
	
	

	Catchy slogan
	
	
	

	Travel theme used
	
	
	

	Suitable graphics – formatted to not obscure text
	
	
	

	Mission statement
	
	
	

	History of Plan2go
	
	
	

	Products now available
	
	
	

	New store location
	
	
	

	Opening specials - optional
	
	
	

	Address of the new store
	
	
	

	Contact details – website and email
	
	
	

	Map
	
	
	

	Trading hours
	
	
	

	Open day prizes offered?
	
	
	

	Directions to the new store
	
	
	

	FINAL 
	
	
	

	All amendments and corrections included?
	
	
	

	Task 3: Procedure manual
	
	
	

	Document Plan
	
	
	

	DRAFT 
	
	
	

	Format of manual – items to be included:
	
	
	

	Cover/title page
	
	
	

	Table of contents
	
	
	

	Introduction
	
	
	

	A clear and logical explanation of procedures to be followed
	
	
	

	Suitable styles used for headings
	
	
	

	Pictures and or graphics to clarify if appropriate
	
	
	

	Conclusion/summary
	
	
	

	All procedure points covered:
	
	
	

	Greeting visitors in general
	
	
	

	Showroom Visitors - those with appointments/without appointments
	
	
	

	Office Visitors - those with appointments/without appointments
	
	
	

	Difficult Visitors - Visitors with complaints
	
	
	

	What to do if a visitor enters reception at the same time as the phone rings.
	
	
	

	WHS/Evacuations
	
	
	

	Name and job title displayed at the end of the document
	
	
	

	A brief overview of the Plan2go policy
	
	
	

	Header:  Includes student’s name in the header
	
	
	

	Footer:   Includes task number on left, the date on the right.
	
	
	

	FINAL 
	
	
	

	All amendments and corrections included?
	
	
	

	Task 4: Fact sheet
	
	
	

	Document plan
	
	
	

	DRAFT 
	
	
	

	A4 Flyer for one travel guide
	
	
	

	Information includes:
	
	
	

	Product name
	
	
	

	Purpose – target traveller
	
	
	

	Country and specific areas covered
	
	
	

	The purchase price, discounts, etc. have been included
	
	
	

	Reference sites listed
	
	
	

	Suitable illustrative graphics
	
	
	

	FINAL 
	
	
	

	All amendments and corrections included?
	
	
	

	Task 5: Rules and conventions of written English
	
	
	

	DRAFT 
	
	
	

	Suitable explanation of one rule or convention included in one of the previous tasks.
	
	
	

	Reference sites listed
	
	
	

	Header:  Includes student’s name in the header
	
	
	

	Footer:   Includes task number on left, the date on the right.
	
	
	

	Word count achieved – minimum 80-100 words.
	
	
	

	FINAL 
	
	
	

	All amendments and corrections included?
	
	
	

	Task 6: Formatting Styles
	
	
	

	DRAFT 
	
	
	

	Correct identification of at least two formatting styles used in Task 3
	
	
	

	Features listed of 2 styles
	
	
	

	Header:  Includes student’s name in the header
	
	
	

	Footer:   Includes task number on left, the date on the right.
	
	
	

	Word count achieved – minimum 50-80 words.
	
	
	

	FINAL 
	
	
	

	All amendments and corrections included?
	
	
	




Part 2: Assessment Feedback
NOTE: This section must have the Assessor signature and student signature to complete the feedback.
Assessment outcome
☐ Satisfactory
☐ Unsatisfactory
Assessor Feedback
☐ Was the assessment event successfully completed?
☐ If no, was the resubmission/re-assessment successfully completed?
☐ Was reasonable adjustment in place for this assessment event?
If yes, ensure it is detailed on the assessment document.
Comments:
Assessor name, signature and date:

Student acknowledgement of assessment outcome
Would you like to make any comments about this assessment?

Student name, signature and date


NOTE: Make sure you have written your name at the bottom of each page of your submission before attaching the cover sheet and submitting to your Assessor for marking.
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