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To complete this assessment task, you must read the following email and then complete the tasks that follow. 

 To: Robyn Willis (robyn.willis@cbsa.com.au) 

From: Gavin Stead (gavin.stead@cbsa.com.au) 

Date/time: Monday 12 Jan 20XX 10:45 a.m. 

Subject: Workstation set up for employees working from home 
(ergonomics)  

File Attached: 

File Attached: 

 

 

Workstation Setup (Ergonomics) 

Style Guide 

 

 

Good morning Robyn, 

I trust you are well. After reading a recent study from Microsoft entitled ‘Work Without Walls’, CBSA has 
decided to trial allowing employees to work from home if it is reasonably practical to do so. I would like you 
to assist with the implementation of this new initiative. Specifically, I would like you to assist our Work 
Health and Safety (WHS) representative in managing the ergonomic set up of computer workstations for 
employees electing to work from home. As you are aware, the Work Health and Safety Act 2011 still 
applies if workers work somewhere other than their usual workplace, this includes working from home.  

You did such a great job creating the ‘Keep Our Workplace Safe’ infographic poster. I would greatly 
appreciate it if you could design another poster that demonstrates correct working posture and positioning 
and adjustment of the following items:  

• chair and desk 
• monitor 
• keyboard and mouse 
• telephone 
• other items such as placement of stapler, pens, documents etc.  



I would like you to include two (2) photos of yourself demonstrating correct working posture so employees 
understand how they must be seated at their computer workstation. Also, include one energy and one 
resource conservation technique staff can apply in their home working environment.  

I have attached CBSA’s current Workstation Setup (Ergonomics) document from our workplace policies 
and procedures in consideration of my request. You will see that it covers all the above areas. I have also 
included a copy of our Style Guide, which provides guidelines for presenting our brand from both a visual 
and formatting perspective. Ensure you refer to these documents when creating the poster.  

You can also research further information about workstation set up by accessing the following guideline for 
office set up, which we used when developing our WHS policy: 

Officewise – A guide to health & safety in the office – Developed by the ergonomics unit, Worksafe 
Victoria. 

 

Kind Regards, 

Gavin Stead 

Managing Director - CBSA 

300 Fictional Way, Sydney, NSW 2000 

Phone: 1800 111 222 

www.cbsa.com.au 

 

WORKSTATION SETUP (ERGONOMICS) DOCUMENT 
Chair Setup 
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https://content.api.worksafe.vic.gov.au/sites/default/files/2018-06/ISBN-Officewise-guide-to-health-and-safety-in-the-office-2006-01.pdf
http://www.cbsa.com.au/


WORKSTATION SETUP (ERGONOMICS) DOCUMENT 

Steps for setting up your workspace 

▪ 

▪ 
▪ 
▪ 

▪ 

▪ 
▪ 
▪ 

▪ 

▪ 

▪ 

▪ 
▪ 

▪ 

▪ 

Above information adapted from https://www.ergonomicsnow.com.au/workspace-setup (accessed 17.11.2020) 

 

 

  

  

https://www.ergonomicsnow.com.au/ergonomic-products/accessories/footrests
https://www.ergonomicsnow.com.au/ergonomic-products/wrist-rests
https://www.ergonomicsnow.com.au/workspace-set-up


 

 

 



 

 

 



 

 

 







 



 

Task 1 Student Instructions 
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https://content.api.worksafe.vic.gov.au/sites/default/files/2018-06/ISBN-Officewise-guide-to-health-and-safety-in-the-office-2006-01.pdf
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Evidence checklist and submission requirements  
  

Your assessor will be looking to see your infographic poster: 
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Evidence checklist and requirements for assessors.  
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Header 1 Arial 24pt 
Header 2 Arial 18pt 
Header 3 Arial 14pt 
Header 4 Arial 12pt. Black bolded. 
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Assessment 2 Task 2 
 

 
Task Summary 

For this assessment task, you are required to plan two complex spreadsheets and use listening and questioning skills to 

clarify naming and storing requirements for the spreadsheets. 

Resources and Equipment Required 

▪ 
▪ 
▪ 
▪ 
▪ 
▪ 
▪ 
▪ 
▪ 
▪ 
▪ 
▪ 
▪ 

 

Important: this assessment must be undertaken before Assessment 3 Task 1 as it directly relates to the preparation and 

planning of the two spreadsheets which will be developed in Assessment 3 Task 1.  

Voice Recording Instructions  

 

 

 

 

 

 

Task 2 Student Instructions 
 

 

To complete this assessment task, you must read the following email and then complete the tasks that  

follow. 

 



 To: Robyn Willis (robyn.willis@cbsa.com.au) 

From: Gavin Stead (gavin.stead@cbsa.com.au) 

Date/time: Wednesday 14 Jan 20XX 9:30 a.m. 

Subject: CBSA – Meeting Requested (Annual Budget)  

File Attached: 
File Attached: 
File Attached: 
File Attached: 
File Attached: 
 

Budgeted Planning Project Financial Data  
Budgeted Planning Template  
Budgeted v Actual Planning Template  
Email Template 
Data Management Policy 
 

Good morning, Robyn, 

I am writing to you as I would like to request your professional assistance to help draft our CBSA budget 
spreadsheet documents.  

I am keen to get your input in relation to the architecture of these complex spreadsheet documents with 
regards to aesthetics, readability and functionality. The reason for this is that our management team will 
use the financial data contained within these spreadsheets, for example, projected income and expenses 
for a 12-month period, in order to monitor CBSA’s financial activity. Therefore, these spreadsheets must 
be accurate, clear, legible and functional for management use and decision-making. 

Considering the above important aspects, I would like you to prepare a plan to develop the following two 
complex spreadsheets that cover the period of July, August and September. 

1. Budgeted: This spreadsheet must specify CBSA’s budgeted revenue and expenditure. 

2. Budgeted vs Actual: This spreadsheet must specify CBSA’s budgeted revenue and 
expenditure as compared to the actual revenue and expenditure. Please Note: graphs will be 
required.  

Please find attached CBSA’s Financial Data, which you must use to plan and later develop the above 
spreadsheets:  

▪ Budgeted Planning Project Financial Data - BSBTEC402_02_Project_Financial Data 

To plan, design and later produce these spreadsheet documents, ensure you follow CBSA’s Style Guide, 
which I have also attached:  

▪ Style Guide - BSBTEC402_02_Project_Style Guide 

To successfully plan the required two spreadsheets, you will need to: 

▪ consider the design and preparation of the above two complex spreadsheets. Think about 
software functions and formulae as well as the presentation and readability of data. 

▪ read over the Budgeted Planning Project Financial Data as attached to familiarise yourself with 
data input.  

▪ review our business’s Style Guide to familiarise yourself with the correct layout, fonts, colour 
schemes etc.  

I have attached our Data Management Policy. Please ensure you read CBSA’s naming convention and 
document storage guidelines. May Lee will contact you and provide you with further instructions on how to 
name and where to store the documents once you have developed them. 

▪ Data Management Policy - BSBTEC402_02_Project_Data Management Policy 

I would like to review your plans before you develop each spreadsheet. Once you have completed the 
spreadsheet planning, please email me as soon as possible with your two completed plans for the 
development of each spreadsheet document using the attached email template. Include in the email a 
suggested time frame for completing the spreadsheets.  

Please note that I have templates for this purpose, and you will find these templates attached as follows: 



▪ Budgeted Planning Template - BSBTEC402_02_Project_Budgeted Planning Template 

▪ Budgeted v Actual Planning Template - BSBTEC402_02_Project_Budgeted v Actual Planning 
Template 

Thank you for your assistance with this important project, and I look forward to hearing from you soon.  

Kind Regards, 

Gavin Stead 

Managing Director 

300 Fictional Way, Sydney, NSW 2000 

Phone: 1800 111 222 

www.cbsa.com.au 
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Instructions  

 need to: 

▪ er to the following:

o  

o  

o  

o  

o  

o  

▪ 

o 
 

o  

o 
 



CBSA BUDGETED SPREADSHEET  

Planning Topics and Key Questions Planning and responses 

Use the space provided below to write your plan by responding to each of the 
questions.  

Task purpose: 

▪ Why is the spreadsheet needed? 

 

 

Audience: 

▪ Who will be using the 
spreadsheet? 

 

 

Data entry: 

▪ What data needs to be entered 
into the spreadsheet? 

 

 

Storage: 

▪ How will the spreadsheet 
documents be saved?  

▪ What is the organisational policy 
and procedure in relation to 
storage?  

 

 

Output required: 

▪ Make a simple sketch to indicate 
the type of output required. 

 

 

Reporting and organisational 
requirements: 

▪ How can I make sure that the 
spreadsheet can be modified 
easily?  

▪ What key points from CBSA’s 
Style Guide must be followed?  

 

 

Presentation: 

▪ How can the data be presented in 
a meaningful way?  

▪ How can I make the data clear 
and legible? Easy to read etc.?  

 



CBSA BUDGETED SPREADSHEET  

Planning Topics and Key Questions Planning and responses 

Use the space provided below to write your plan by responding to each of the 
questions.  

▪ How will I arrange the data 
logically?  

 

Linked spreadsheet needs: 

▪ Are multiple worksheets needed? 

▪ Is there a need to link the 
spreadsheets? 

 

 

Cell formats and data attributes 
assigned to cells: 

▪ Is there a need to change the 
standard cell format and 
attributes? 

 

 

Advanced software functions and 
formulas: 

▪ Use a pen and paper to make a 
sketch to determine what data is 
consistent and static as compared 
to the data that will be changing. 

▪ What types of formulas are 
needed, and what formatting 
features will I use? 

 

 

 

 

 

Instructions  

To complete this template, you will need to:   

▪ 

o 
o 
o 
o 
o 
o 



▪ 

o 

o 
o 

 

CBSA BUDGETED V ACTUAL SPREADSHEET 

Planning Topics and Key Questions Planning and responses 

Use the space provided below to write your plan by responding to each of the 
questions. 

Task purpose: 

▪ Why is the spreadsheet needed? 

 

 

Audience: 

▪ Who will be using the 
spreadsheet? 

 

 

Data entry: 

▪ What data needs to be entered 
into the spreadsheet? 

 

 

Storage: 

▪ How will the spreadsheet 
documents be saved?  

▪ What is the organisational policy 
and procedure in relation to 
storage?  

 

 

Output required: 

▪ Make a simple sketch to indicate 
the type of output required. 

 

 

Reporting and organisational 
requirements: 

▪ How can I make sure that the 
spreadsheet can be modified 
easily?  

▪ What must key points from 
CBSA’s Style Guide be followed?  

 



CBSA BUDGETED V ACTUAL SPREADSHEET 

Planning Topics and Key Questions Planning and responses 

Use the space provided below to write your plan by responding to each of the 
questions. 

 

Presentation: 

▪ How can the data be presented in 
a meaningful way?  

▪ How can I make the data clear 
and legible? Easy to read etc.?  

▪ How will I arrange the data 
logically?  

 

 

Linked spreadsheet needs: 

▪ Are multiple worksheets needed? 

▪ Is there a need to link the 
spreadsheets? 

 

 

Cell formats and data attributes 
assigned to cells: 

▪ Is there a need to change the 
standard cell format and 
attributes? 

 

 

Advanced software functions and 
formulas: 

▪ Use a pen and paper to make a 
sketch to determine what data is 
consistent and static compared to 
the data that will be changing. 

▪ What types of formulas are 
needed, and what formatting 
features will I use? 

 

 

 

 

 

 

 

 

 



 

 

 

 

Email Template 
 
 

To:  Click or tap here to enter text. 

From:  Click or tap here to enter text. 

Date/Time:  Click or tap here to enter text. 

Subject:  Click or tap here to enter text. 

Attachments:  Click or tap here to enter text. 
Click or tap here to enter text. 
Click or tap here to enter text. 
 

 
 
Click or tap here to enter text. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Kind regards 
 
Name  Click or tap here to enter text. 
 
Position   Click or tap here to enter text. 
 
300 Fictional Way, Sydney, NSW 2000 
 
Phone 1800 111 222 
 
www.cbsa.com.au 
 
 

http://www.cbsa.com.au/


 

 

 



 

 
 
 
 
 
 
 
 
 

Assessment 2 Task 2 Student Instructions 
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The following additional information needs to be considered when planning the design of the spreadsheets. 

Specific information in relation to the Budgeted spreadsheet 

▪ 

▪ 

▪ 

▪ 
▪ 
 



Specific information in relation to Budgeted v Actual spreadsheet 

▪ 

▪ 
▪ 
▪ 
▪ 

▪ 

 

Additional information in relation to document design  

▪ 

 
▪ 
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▪ 
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▪ 
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▪ 

▪ 

o 
o 

▪ 

▪ 

7. Consider two (2) questions you could ask May Lee – Finance Manager (Assessor) to clarify how you should save and 

store the two (2) complex spreadsheet documents you will develop in Assessment 3 Task 1. 

 

Demonstrate your questioning skills by creating a voice recording asking the two questions you have developed. The 

voice recording must be no longer than 5 minutes in length.  

 

 

 

Questioning skills to clarify requirements

Identify the requirements of data storage 

▪ 



 

voice recorder 

 

 

 

 

 

 

 

Click the microphone to start recording.  
 
It's the large round button at the bottom of the 
left panel.  
 
Pressing Control + R on the keyboard will also 
start recording.  

Say whatever you want to be recorded. As 
you're recording, the time elapsed appears at 
the top of the window.  
 
To pause the recording temporarily, click the 
pause button (two vertical lines). You can pause 
and un-pause as many times as you'd like to 
continue recording on the same file.  
 
To mark a certain place in the recording with a 
flag so you can easily find it later, click the flag 
icon.  

Click the stop button when you're finished. It's 
the large circle with a square inside.  
 
The recorded audio is saved to a folder in 
your Documents directory called Sound 
recordings.  

Click the play button to listen. It's the large 
circle containing a triangle at the centre of the 
right panel. The sound will play back through 
your default speakers or headphones.  

 



 
If you don't hear anything, make sure the 
volume is up on your computer and that any 
external speakers are powered on.  
 
 
 
 
 
 
 
 

Manage your recordings. As you continue to 
record sounds in Voice Recorder, they'll all 
appear in the left panel. You can right-click any 
of these recordings to access other settings, 
such as the ability to Share, Rename, Delete, 
or Open file location'.  
 
It's a good idea to rename your files after 
recording them, so they don’t have generic 
names. This makes it easier to find what you're 
looking for in the future.  

 



Assessment 2 Task 2 Assessor Guide 

 

Document Purpose 

 

 

 

 

Data Management Policy - 
BSBTEC402_02_Project_Data 
Management Policy

Email Template
BSBTEC402_02_Project_Email 
Template 

 



Good morning, Robyn, 

I am writing to you as I would like to request your professional assistance to help draft our CBSA budget spreadsheet 
documents.  

I am keen to get your input in relation to the architecture of these complex spreadsheet documents with regards to 
aesthetics, readability and functionality. The reason for this is that our management team will use the financial data 
contained within these spreadsheets, for example, projected income and expenses for a 12-month period, in order to 
monitor CBSA’s financial activity. Therefore, these spreadsheets must be accurate, clear, legible and functional for 
management use and decision-making. 

Considering the above important aspects, I would like you to prepare a plan to develop the following two complex 
spreadsheets that cover the period of July, August and September. 

1. Budgeted: This spreadsheet must specify CBSA’s budgeted revenue and expenditure. 

2. Budgeted vs Actual: This spreadsheet must specify CBSA’s budgeted revenue and expenditure as 
compared to the actual revenue and expenditure. Please Note: graphs will be required.  

Please find attached CBSA’s Financial Data, which you must use to plan and later develop the above spreadsheets:  

▪ Budgeted Planning Project Financial Data - BSBTEC402_02_Project_Financial Data 

To plan, design and later produce these spreadsheet documents, ensure you follow CBSA’s Style Guide, which I 
have also attached:  

▪ Style Guide - BSBTEC402_02_Project_Style Guide 

To successfully plan the required two spreadsheets, you will need to: 

▪ consider the design and preparation of the above two complex spreadsheets. Think about software functions 
and formulae as well as the presentation and readability of data. 

▪ read over the Budgeted Planning Project Financial Data as attached to familiarise yourself with data input.  

▪ review our business’s Style Guide to familiarise yourself with the correct layout, fonts, colour schemes etc.  

I have attached our Data Management Policy. Please ensure you read CBSA’s naming convention and document 
storage guidelines. May Lee will contact you and provide you with further instructions on how to name and where to 
store the documents once you have developed them. 

▪ Data Management Policy - BSBTEC402_02_Project_Data Management Policy 

I would like to review your plans before you develop each spreadsheet. Once you have completed the spreadsheet 
planning, please email me as soon as possible with your two completed plans for the development of each 
spreadsheet document using the attached email template. Include in the email a suggested time frame for completing 
the spreadsheets.  

Please note that I have templates for this purpose, and you will find these templates attached as follows: 

▪ Budgeted Planning Template - BSBTEC402_02_Project_Budgeted Planning Template 

▪ Budgeted v Actual Planning Template - BSBTEC402_02_Project_Budgeted v Actual Planning Template 

Thank you for your assistance with this important project, and I look forward to hearing from you soon.  

Kind Regards, 

Gavin Stead 
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Planning Topics and Key Questions.  
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