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To begin this assessment part, read the following email and its attachment, then complete the tasks that follow: 

 

To: Dave O’Connor (dave.oçonnor @cbsa.com.au) 

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

Date/time: Thursday 9:05am 

Subject: Business Meeting- Sustainability Plan   

Attachments: Sustainability Plan docx 

Good morning Dave,  

Following your diligent work on developing the Sustainability Action Plan, we are eager to move to the 

next phase of our sustainability journey at CBSA. I would like to schedule a meeting where you can 

present the completed draft plans to our management team for consultation. 

This meeting will provide an opportunity for you to outline the key aspects of the plan, discuss the 

proposed initiatives, and highlight how these align with our overall business objectives and sustainability 

goals and consult with the team to finalise these plans to then commence the implementation of them. 

I have included in the meeting Henry Thomas and Steve Alfonso to be apart of this introduction before we 

delve into this project and implement it company-wide.  

This would be a good opportunity to present your plan to them and explain what we need to do to get the 

ball rolling and consult with them on any recommendations they can provide before you develop the final 

plan. 

Items to be discussed  

• Sustainability Action Plan  

• Implementation Plan  

• Communication Plan  

• Identified workplace sustainability issues  

• Sustainability Best Practice  

Considerations for the presentation:  

• Presenting information informatively and making sure you use appropriate language 

• Seek advice from the managers to help you navigate the implementation of this project  

• Confirm understanding of the project and scope and explaining to the managers about the 

implementation plan  

 

Once you finish this meeting/ consultation, you will be required to complete a final version of the plans. 

This is going to include the work you and your team have done, as well as any feedback and rectifications 

that have been suggested by Henry, Steve and myself.  

 

 

Kind regards, 

Gavin Stead 



Managing Director 

300 Fictional Way, Sydney, NSW 2000 

Phone: 1800 111 222 

www.cbsa.com.au 
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Presenting information informatively and making sure you use appropriate 

language 

• Using clear language  

• Presenting content in an informative manner for all participants to 

understand (example: using PowerPoint presentation, sharing screen to 

show the documents)  

• The information presented helps to explain the information in the 

documents  

☐ ☐

Seek advice from the managers to help you navigate the implementation of this 

project  

• The student asks the participants the questions that have been included in 

the role-play instructions  

• The students are engaging with the participants in the role-play  

☐ ☐

Confirm understanding of the project and scope and explaining to the managers 

about the implementation plan  

• The student is making sure the entire scope of the project has been 

presented to the managers  

• The student has explained the goals and what work needs to be done  

• The student has explained the implementation plan, identifying the costs 

and work  

☐ ☐

The student has captured evidence of identified issues that need to be addressed 

in the plans  

☐ ☐



• The student explains to the attendees the issues that has been identified 

by the business this relates to the following area:  

o Waste 

o Energy 

o Waste 

o Biodiversity  

The student has captured evidence of identified opportunities for improvements 

that are addressed in the plans 

• The student needs to explain to the meeting attendees opportunities for 

improvements relating to the following areas:  

o Waste 

o Energy 

o Waste 

o Biodiversity 

☐ ☐

The student asks the participants if they can provide some examples of any 

identified workplace sustainability issues they are aware of. 

• Students need to ask the participants the question during the role play  

• Student needs to listen and acknowledge the feedback provided  

☐ ☐

The student asks the participants if they have any recommendations for best 

practices when dealing with sustainability. 

• Students need to ask the participants the question during the role play  

• Student needs to listen and acknowledge the feedback provided 

☐ ☐

Based on the feedback that the student has made changes to the 

• Sustainability Plan  

• Implementation Plan  

• Communication Plan  

This will be attached to an external document that will be uploaded with 

assessment 3  

Identified areas that need to be addressed in the report:  

• Electricity and Water Use in the office  
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• 

 

•  
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To begin this assessment part, read the following email and its attachment, then complete the tasks that follow: 

 

To: Dave O’Connor (dave.oçonnor @cbsa.com.au) 

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

Date/time: Friday 10:45am 

Subject: Email to all staff    

Attachments: Email template docx 

Good morning Dave,  

I am excited to share with you all that CBSA is taking a significant step forward in our commitment to 

sustainability. After months of diligent planning and collaboration, we are now ready to implement our 

Sustainability Action Plan. 

 

This plan, crafted with input from you and your team, outlines our roadmap towards a more sustainable 

and environmentally friendly workplace. It includes initiatives ranging from reducing energy consumption 

and waste to promoting sustainable commuting and sourcing eco-friendly office supplies. 

 

Key Highlights of the Plan: 

• Energy Efficiency 

• Waste Reduction 

• Water Efficiency  

• Biodiversity 

The success of this plan relies on each one of us. We all have a role to play in making our office more 

sustainable.  

As you have been signed off to commence the implementation of this project, I need you to reach out to 

the staff to explain what is happening and the sustainability action plan. This email will help to get staff 

aware of the plan and to get them to buy in, think about the project and commence the work that needs to 

be done.  

In the email you need to address:  

• The focus areas, what is the plan, what as a company is CBSA working on  

• What the staff need to do  

• How are we going to be measuring the effectiveness  

• Endorsing them to provide feedback on what needs to be done  

 



Thank you for your continued support and commitment to sustainability. 

 

Kind regards, 

Gavin Stead 

Managing Director 

300 Fictional Way, Sydney, NSW 2000 

Phone: 1800 111 222 

www.cbsa.com.au 
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Email  
 

To: <<Add name(s) of main email recipients here>> 

From: <<Add your email address here>> 

CC: <<Add names of carbon copy email recipients here (leave blank if none>> 

BCC: <<Add names of blind carbon copy email recipients here (leave blank if none>> 

Date/time: <<Add the time and date of the email here>> 

Subject: <<Add the subject of the email here>> 

Attachments: <<Add the name of any attachments here (leave blank if none)>> 

To <<Add email recipient(s) here>>, 

<<Add message here. Add as much space as necessary.>> 

 

 

 

Kind regards, 

<<Add your name here>> 

 

<<Add your job position here>> 

300 Fictional Way, Sydney, NSW 2000 

Phone: 1800 111 222 

www.cbsa.com.au 
 

To begin this assessment part, read the following email and its attachment, then complete the tasks that follow: 

 

To: Dave O’Connor (dave.oçonnor @cbsa.com.au) 

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


 

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

Date/time: Friday 12:15pm 

Subject: Consulting Stakeholders     

Attachments: Email template docx 

Good afternoon Dave,  

Once you have written the staff-wide email explaining our sustainability action plan.  

I would like for you to create an email to our excecutive. The email as well needs to ask for them to consult 

on how the plan is being implemented into CBSA.  

You need to make sure that you highlight the following in the email:  

• Key Highlights of the Plan: 

o Energy Efficiency 

o Waste Reduction 

o Water Efficiency  

o Biodiversity 

• The focus areas, what is the plan, what as a company is CBSA working on  

• What the staff need to do  

• How are we going to be measuring the effectiveness  

• Endorsing them to provide feedback on what needs to be done  

As well, can you look into some external data resources that CBSA can look into to help us with our 

implementation. Please complete the box below.  

Thank you for your continued support and commitment to sustainability. 

 

Kind regards, 

Gavin Stead 

Managing Director 

300 Fictional Way, Sydney, NSW 2000 

Phone: 1800 111 222 

www.cbsa.com.au 
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Email  
 

To: <<Add name(s) of main email recipients here>> 

From: <<Add your email address here>> 

CC: <<Add names of carbon copy email recipients here (leave blank if none>> 

BCC: <<Add names of blind carbon copy email recipients here (leave blank if none>> 

Date/time: <<Add the time and date of the email here>> 

Subject: <<Add the subject of the email here>> 

Attachments: <<Add the name of any attachments here (leave blank if none)>> 

To <<Add email recipient(s) here>>, 

<<Add message here. Add as much space as necessary.>> 

 

 

 

Kind regards, 

<<Add your name here>> 

 

<<Add your job position here>> 

300 Fictional Way, Sydney, NSW 2000 

Phone: 1800 111 222 

www.cbsa.com.au 
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To begin this assessment part, read the following email and its attachment, then complete the tasks that follow: 

 

To: Dave O’Connor (dave.oçonnor @cbsa.com.au) 

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

Date/time: Monday 10:05am 

Subject: Purchasing Resources    

Attachments: Purchasing and Procurement docx 

Good morning Dave,  

I hope this email finds you well. As we move forward with the Sustainability Action Plan, I am reaching out 

to request quotes for materials aligned with our sustainability action plan. As you know, sustainability is a 

key focus of our project, and it is essential that we source materials that meet our environmental and 

social responsibility criteria. 

 

To ensure that we meet our sustainability goals, I kindly request quotes for the following materials: 

• Review the four areas identified in the Sustainability Action Plan and what we are working on you 

need to identify:  

o Materials needed to help assist with the implementation of the program  

o Looking at the cost and quantity that will be needed to assist with the plan 

o At least one material/ resource needed for each of the four areas   

o At least 2 quotes for the materials  

o I am aware there is the IM010 Procurement Policy but due to the importance of the nature 

I have authorised to not worry about this policy and go against it  

 

Please ensure that the quotes include all relevant costs. 

Your prompt attention to this request is greatly appreciated, as we aim to finalise our procurement 

decisions and commence the project without delay. If you have any questions or require further 

clarification, please do not hesitate to reach out to me. 

Data and Figures at CBSA 

Office Spaces:  

o 10 private offices in the CBSA office for executives  

o There are 4 pods with 4 computer stations in each  

o One computer at reception  

o 4 single desk areas for executive assistants  



o 4 stand up desks that staff can access to assist with WH&S 

Kitchen:  

o The office has one kitchen, which has 2 large fridges and freezers, a coffee station, 2 

dishwashers and a TV screen  

o The office has an kitchenette with a coffee machine and fridge for staff to use. It has a sink and 

washing machine as well.  

Computers:  

o There are 35 computers set up in the office  

o 20 of the computers are duel monitored  

Bathrooms:  

o There is 2 main bathrooms  

o Male bathroom has 3 urinals and 3 cubicles and 2 sinks  

o Female Bathrooms has 4 cubiles and 2 sinks  

o Additional bathroom for disability, has one toilet one sink 

 

Thank you for your cooperation and commitment to our sustainability initiatives. 

 

Kind regards, 

Gavin Stead 

Managing Director 

300 Fictional Way, Sydney, NSW 2000 

Phone: 1800 111 222 

www.cbsa.com.au 
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To begin this assessment part, read the following email and its attachment, then complete the tasks that follow: 

 

To: Dave O’Connor (dave.oçonnor @cbsa.com.au) 

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

Date/time: Tuesday 9:05am 

Subject: Feedback from Management    

Attachments: Sustainability Action Plan Rectifications docx 

Good morning Dave,  

 

We are a month in to the Sustainability Action Plan and Implementation Plan. I had a recent managers 

meeting with some of the team and have received some feedback that can help us to review the plans and 

areas we may need to focus on. Please find below some of the comments addressed:  

 

1. Energy Use: 
o Achievements: 

▪ Successfully transitioned to energy-efficient LED lighting across all facilities. 
o Challenges: 

▪ Some older buildings still rely on outdated HVAC systems, impacting energy 
efficiency. 

▪ Staff awareness and engagement regarding energy-saving practices need 
improvement. 

 
2. Waste Management: 

o Achievements: 
▪ Reduced single-use plastics by 30% in our kitchen and kitchenette. 
▪ Implemented recycling stations with clear signage around the office. 

o Challenges: 
▪ Inconsistent waste separation practices among employees. 
▪ Exploring options for composting organic waste. 

 
3. Water Use: 

o Achievements: 
▪ Installed low-flow faucets and toilets, resulting in water savings. 
▪ Conducted water audits to identify leaks and inefficiencies. 

o Challenges: 
▪ Collecting data about water usage and areas of concern  



▪ Staff being aware of the water saving measures that have been implemented and 
grey water use  

 
4. Biodiversity: 

o Achievements: 
▪ Collaborated with local environmental organisations to restore native habitats. 
▪ Raised awareness about the importance of biodiversity through workshops. 

o Challenges: 
▪ Implementation and sourcing of eco friendly stationary and paper products  
▪ Integrating biodiversity considerations into procurement decisions. 

Based on the above challenges, can you provide a suggestion on one way we can fix the issue to help us 
stay on track with the sustainability plan in the template below.  

Your feedback and support are crucial as we navigate these challenges. Let’s continue working together 
to create a greener, more resilient CBSA. 

Thank you for your dedication to sustainability. 

 

 

Kind regards, 

Gavin Stead 

Managing Director 

300 Fictional Way, Sydney, NSW 2000 

Phone: 1800 111 222 

www.cbsa.com.au 
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