Task Planning Sheet

Task 2 – Promoting your business
The Task Planning Sheet is designed to provide you with a clear list of the activities you will need to undertake in order 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 need to establish the business requirements and use computer hardware, software and peripherals to undertake a range of activities that would be required when starting a business as a small IT contractor. The range of tasks that you will undertake include designing documents suitable for marketing your business.
Design a letterhead and business letter:
· Read incoming email (Computer).
· Explore, read and print as necessary the Learning Resources (Bookcase) and Your Task (Printer tray).
· View Learning object – Parts of a business letter (Bookcase folders).
· Undertake training in Microsoft Word as required (the virtual RTO via the Mouse).
· In Microsoft Word, design a letterhead template using the logo provided. Use your own contact details or create fictitious contact details.
· Using your letterhead template create a business letter that introduces your business to your clients (do not include customer names or addresses, instead leave a space where this information would go).
	What to submit
	Problems encountered and strategies used to overcome these

	Letterhead template
	

	Business letter
	


Complete a mail merge: 
· Learning object – Mail Merge (Bookcase).
· Undertake ‘mailmerge’ training using the resources at the virtual RTO (Mouse).

· Read and print the Mailing List data file (Bookcase).

· Undertake training in Microsoft Excel (the virtual RTO via the Mouse).
· Enter mailing list data in Microsoft Excel. Save this data as Mailing List.
· Using the letterhead you designed previously in Microsoft Word, create a mail merge document.
· Using the Microsoft Excel Mailing List file as your data source, merge your letter.
· Print the first three merged letters and submit to your supervisor (teacher).
	What to submit
	Problems encountered and strategies used to overcome these

	Mailing List (Excel document)
	

	Merge letter showing merge fields inserted
	

	Printed copies of the first three merged letters
	

	Electronic copies of all merged letters
	


Creating a brochure: 

· View Learning object – Creating a brochure (Bookcase).
· Using Microsoft Word, create a brochure advertising the services that your IT business will offer. The range of Units in this qualification may provide a guide. Illustrate your brochure with images which you may source from the Internet or which you may take with a digital camera.
	What to submit
	Problems encountered and strategies used to overcome these

	Brochure (draft)
	

	Brochure (final)
	


Create a business card:
· Read and print Your task (Printer tray).
· Undertake training in Microsoft word as required (the virtual RTO via the Mouse).
· Access the RAMemberUS logo (Camera).
· Design a business card incorporating your name, business name, logo and contact details.
· Save the card as MyBusinessCard and submit to your supervisor (teacher).
	What to submit
	Problems encountered and strategies used to overcome these

	Business card
	


Create a website:

· Read incoming email (Computer).
· Read and print Your task (Bookcase).
· Download and install Kompozer software (Mouse - virtual RTO).
· Undertake training in Kompozer software as required (Mouse – virtual RTO).
· View Learning Object – Website Design Hints (Bookcase).
· View websites relating to web design (Computer).
· Create website for RamemberUS – minimum home page and 2 linking pages - and submit to your teacher.
.
**Your teacher may substitute an alternative software application. Please discuss with your teacher.

	What to submit
	Problems encountered and strategies used to overcome these

	Website (draft)
	

	Website (final)
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