
Task Planning Sheet

Task 7 – Prepare for a bank loan
The Task Planning Sheet is designed to provide 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 will be required to develop your knowledge of Microsoft Excel to prepare financial documents for a meeting with the bank manager to discuss a loan.
Prepare Excel spreadsheet:

· Read and print email from Karen Firth, Manager, Westbank (Computer).

· Access, read and print as necessary the Learning Resources (Bookcase folders) and Your Task (Printer tray).
· Undertake Microsoft Excel training as required (Mouse or resources in Learning Resources (Bookcase Folders).

· Read and print Purchases, Invoices and Expenses documents (Bookcase folders).

· Enter the data into a spreadsheet under the headings of Income and Expenses for each month.

· Calculate the Total Income and Total Expenses figures for each month.

· Create formulae to calculate gross profit for each month.

· Create a formula to calculate total profit for the quarter.

· Format the spreadsheet for display.

· Add a heading to your spreadsheet – RAMemberUs IT Services Financials.

	What to submit
	Problems encountered and strategies used to overcome these

	Spreadsheet (formatted for display)
	


Use data to create a graph: 

· Access the data that you entered in your spreadsheet.

· Using the totals figures, create a graph showing total monthly income, expenses and gross profit figures.

· Insert your graph as an object in the spreadsheet.

· Format your graph for display and submit to your teacher for marking.
	What to submit
	Problems encountered and strategies used to overcome these

	Spreadsheet with embedded graph (formatted for display) 
	


Use Excel and Word to update client addresses and send Letter of Introduction to new clients:
· Using the Microsoft Excel Mailing List file created in Task 2, add 10 new names and addresses to the end of the address list.

· In Microsoft Word open the Business Letter template that you created in Task 2.

· Undertake Microsoft Excel and Word training as required (Mouse).

· Using Microsoft Word use the Mailing List file to merge with the Business Letter template and print the first three introductory letters for the new clients.
· Save these files and send to your teacher for marking.

	What to submit
	Problems encountered and strategies used to overcome these

	Mailing List with 10 new names and addresses
	

	Business Letter template saved with merged data from Mailing List
	

	Printed copies of the first three merged Introductory letters
	


Excel (Spreadsheet) Quiz:
· Complete the quiz found in the Learning Resources – Task 7 (Bookcase folders).
	What to submit
	Problems encountered and strategies used to overcome these

	Send Quiz Result sheet to your teacher.
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