Task Planning Sheet

Task 10 – Preparing Quotations
The Task Planning Sheet provides you with a clear list of the activities you will need to undertake to complete your assigned tasks. It is suggested that you complete the activities in the order they are listed.  You must submit your completed ‘Task Planning Sheet’ to verify completion of the competencies that form a part of this task. 

By submitting your completed sheet, you are confirming that you have undertaken all activities associated with the task.

This task requires you to demonstrate skills and knowledge required to calculate the costs of products and services and to present quotations to customers. It requires the ability to provide quotations for products and services where business pricing has already been determined.
Preparation:

· You must be able to have basic numeracy in mathematical operations and the calculation of percentages. If you feel you need additional work in this area, contact your supervisor immediately.

· You should work through the tasks as provided in the emails in sequential order. 

· You will need to access templates from the Bunjappy Organisational Resources page.
· Read the first email from Margaret Dunn (Monitor). You should plan to start thinking about this task during your learning phase. In this email she instructs you to complete a short course – Preparing quotations (Email – Margaret Dunn 1). As you work through this short course, you are to be completing the activities. The completed activities are to be in word-processed files and stored in a digital folder. When activities are completed, the folder containing all finished activities is to be compressed and emailed as an attachment to your supervisor/teacher.
	What to submit
	Problems encountered and strategies used to overcome these

	Digital portfolio containing the responses to the activities found in the short online course, Preparing quotations.
	


Starting your first work task:
· Read the email from Steven Dutch (Monitor). You are required to form quotes up for the five potential customers. The details of each quote have been recorded in the document ‘Quotes awaiting attention’ by the front desk staff. Instructions for forming the quotes are also attached in the document ‘Instructions for constructing quotes’.
· Follow the instructions and prepare the five quotations.
· Prepare the necessary documents to send to each customer. These are to go to your supervisor.
	What to submit
	Problems encountered and strategies used to overcome these

	Five travel quotations prepared and recorded using the Travel Quote template found in the Organisational Resources section of the virtual office.
	


Second work task – Jack Johnson’s email:

· Jack Johnson has accepted the quote that you constructed in the first work task – South Pacific Cruise. You now need to convert the Johnson quote into confirmed bookings.

· To process the bookings you must complete the following documents which can be found in the template store of the Bunjappy Travel:
· A customer profile
· A booking file

· A confirmation and invoice letter
· When the documents are complete, place in a folder then zip/compress for sending by digital means. The folder to be named as Work Task 2 with your name (e.g. WorkTask2 _JohnSmith) and sent to your supervisor.

· Your supervisor/teacher will inform you of other monitoring and review tasks they may wish you to do.

	What to submit
	Problems encountered and strategies used to overcome these

	The three completed documents (Customer profile, Booking file, confirmation letter and an Invoice Letter) need to be placed in a digital folder as PDFs and the folder then compressed/zipped. The folder to be named as Work Task 2 with your name (e.g. WorkTask2_JohnSmith) and sent to your supervisor.
	


Third work task – Samantha Bygone’s email:

· Mr Ryan Smith has accepted the quote that you constructed in the first work task – business travel to Hong Kong. You now need to convert this quote into confirmed bookings.

· To process the bookings you must complete the following documents which can be found in the template store of the Bunjappy Travel:
· A customer profile
· A booking file

· A confirmation and invoice letter
· When the documents are complete, place in a folder then zip/compress for sending by digital means. The folder to be named as Work Task 3 with your name (e.g. Task3_JohnSmith) and sent to your supervisor.

· Your supervisor/teacher will inform you of other monitoring and review tasks they may wish you to do.

	What to submit
	Problems encountered and strategies used to overcome these

	The three completed documents (Customer profile, Booking file, confirmation letter and an Invoice Letter) need to be placed in a digital folder as PDFs and the folder then compressed/zipped. The folder to be named as Work Task 3 with your name (e.g. WorkTask3_JohnSmith) and sent to your supervisor.
	


Fourth work task – Ma Ling’s Honeymoon email:

· Ma Ling has accepted the quote that you constructed in the first work task – a honeymoon to Fiji. You now need to convert this quote into confirmed bookings.

· To process the bookings you must complete the following documents which can be found in the template store of the Bunjappy Travel:
· A customer profile
· A booking file

· A confirmation and invoice letter
· When the documents are complete, place in a folder then zip/compress for sending by digital means. The folder to be named as Work Task 4 with your name (e.g. WorkTask4_JohnSmith) and sent to your supervisor.

· Your supervisor/teacher will inform you of other monitoring and review tasks they may wish you to do.

	What to submit
	Problems encountered and strategies used to overcome these

	The three completed documents (Customer profile, Booking file, confirmation letter and an Invoice Letter) need to be placed in a digital folder as PDFs and the folder then compressed/zipped. The folder to be named as Work Task 4 with your name (e.g. WorkTask4_JohnSmith) and sent to your supervisor.
	


Fifth work task: Email from QANTAS Holidays
· The QANTAS Holidays representative, Sally Janes, has sent you their pricing on a holiday you are constructing a quote for. Download the instructions for this work task from the Other Information link on your desk (paper on desk near the printer). 

· Work out the total cost of the holiday for the two people in Perth.

· Construct a profile record of the customer.

· Complete a booking sheet for the travel.

· Complete a quote letter using the references provided by Sally.

	What to submit
	Problems encountered and strategies used to overcome these

	The three completed documents (Customer profile, Booking file, confirmation letter and an Invoice Letter) need to be placed in a digital folder as PDFs and the folder then compressed/zipped. The folder to be named as Work Task 5 with your name (e.g. WorkTask5_JohnSmith) and sent to your supervisor.
	


Sixth work task: Margaret’s second email

· In this task you are to work out the total commission due to Bunjappy Travel from the Perth holiday for John and Lauren Roberts. 

· To achieve this you will need to find the relevant percentage of each of the elements in the quote, detail these on a sheet and then add to provide the total commission due.

· Note, you will have to use the commission percentage rates that were in Margaret’s instructions in Email 1.

· Ensure you detail each of the elements in your simple response to Margaret and how much each has contributed to the whole income derived from this travel arrangement.

	What to submit
	Problems encountered and strategies used to overcome these

	A single A4 sheet report that details the total cost of each element, the percentage that will form Bunjappy’s income and the totals for the trip and commission.
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