Task Planning Sheet

Task 6 – Access and interpret product information
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.

In this task, you are asked to access and interpret product information.
Preparation:

· Check your emails (Email – Margaret Dunn – Attachment).

Starting your first work task:
· Read incoming email from the Margaret Dunn, (Monitor).
· Open the short course, Product Information. Work through this course completing any activities. Ensure you take notes that will assist you in other parts of this task.

Second work task:

· Read incoming email from the General Manager, George (Monitor).

· Download and read the two attachments to this email – Mr McGregor’s Proposal and the Task Instructions. 
· You may need to refer to any course document or conduct your own research.
· Prepare the proposal in a Word document suitable for sending to a potential client whose business you are seeking. 

Third work task:
· Read incoming email from Estelle Harper – the Compliance Officer (Monitor).

· To ensure you are compliant for the next job rotation within Bunjappy roster, you must complete an online test based on your ability to access and use product information. 

· In the short online test you must score 90% to enable you to progress to the next stage.

· Complete the online test (Link in Estelle’s email). Convert the results sheet to a PDF file before emailing it to your supervisor.
Fourth work task:

· Read incoming email from George Harrison – a potential customer (Monitor).

· After reading Mr Harrison’s requirements, plan a proposed itinerary for him ensuring his needs are addressed.
· Prepare the proposal in a Word document suitable for sending to a potential client whose business you are seeking. 

When submitting your work:

· Ensure your documents are clearly labelled as per the standard below:

· Within the context of the assessment tasks, the assessor fulfils the role of manager or supervisor, as applicable. Work submitted for “approval” within this context must demonstrate care and attention to detail, such that the student inspires confidence that the work is being undertaken competently.

· All materials must be submitted in digital form.

· Each document must contain in the top right-hand header, the student’s name, the course code and Task number. Example:

John Smith, SIT30116, Task 6
· Where multiple activities or responses to questions are submitted within the one document, then each activity or task must be clearly labelled with sub-headings.

· Digital files are to be named according to the code and task. 

Example: An e-portfolio folder for Task 6 of the Certificate III in Tourism (SIT30116) would be named: SIT30116_Task6_eportfolio

Word document covering activities from a short course would be named: SIT30116_Task6_Activities.docx.

Despatch responses to your supervisor:
· When all documents, responses, presentations and test results are complete and placed in your e-portfolio, send this to your supervisor (i.e. teacher).
	What to submit
	Problems encountered and strategies used to overcome these

	Word document outlining the proposal for Mr McGregor.
Results page from online Compliance quiz in PDF format. 
Word document outlining the proposal for George Harrison.
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