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INSTRUCTIONS TO THE LEARNER
· You must complete the classroom activities whilst facilitation is taking place. The facilitator may stop at regular intervals to give you time to complete the activities.

· Please complete all work in blue or black pen. The assessor will not assess the evidence if completed in pencil. 

· You are not allowed to copy from another learner. Any plagiarism committed will be viewed in a serious light and disciplinary action may be taken against you. Your work must be authentic i.e. your own work.  Group work is allowed in certain activities but your answers must be your own original work after discussions in the group.

· You must sign the declaration contained in the assessment preparation and planning document declaring that all work is your own. If you so not sign this declaration, the assessor will not proceed with assessment and your results will be delayed.

· Please do not use any correction fluid i.e. tippex. Rather cross your work out and write next to your mistakes.

· The proficiency level required for each unit standard in the cluster is 50% per specific outcome per unit standard. If you are deemed Not Yet Competent in a unit standard, you will only be required to redo (remediate those sections in that unit standard.

· Any remediation must be submitted within 30 working days after you gave received feedback

· If you have achieved any unit standards in this skills programme via another provider, please neatly draw a line through the section and indicate that a certified certificate has been submitted and is included in your administration section.
· Answer A and Section B in this guide.
Assessment Process Flow


Agreed Assessment Plan

	Candidate's Name: 
	

	Assessor's Name:
	

	Standard Title:
	US 110023 Present information in report format



	EVENT
	DATE, TIME AND LOCATION
	RESOURCES REQUIRED
	EVIDENCE TO BE GENERATED

	Attend Training
	
	Training material, equipment as specified 
	Attendance Register

	Complete formative assessment
	
	Formative workbook
	Completed formative workbook

	Complete summative assessment
	
	Summative workbook
	Completed knowledge questionnaire

	
	
	
	


Signature of Candidate: 
______________________________

Signature of Assessor: 
______________________________


Date: 



______________________________


SECTION A

Answer the following questions
Question 1 (SO 1, AC 1; AC 2) 

I. Identify any 5 regular reports that are used in an organisations


            (5)
II. Link the information needs of the organisation to the purpose of each identified report  (5)

Question 2 (SO 2, AC 1; AC 3) 

Identify information sources that a report writer can use when writing a report.
     

 (6)
Question 3 (SO 3, AC 4) 
Explain the following methods of distributing reports to recipients;

· Email 

· Postage

· Internal mail

· Courier










(8)
Question 4 (SO 4, AC 3)
I. Assume you are the manager and one of your subordinates wrote the above progress report to you. Suggest areas that your subordinate must improve in this report.


(6)

II. Rewrite the report affecting the issues identified above.




(5)
	To my boss lady

Progress report

This is the report as per your request. The project is going on successfully since inception. We have done so much work at the sites and i am happy to report that everything is in order. There is a small problem at Site B in connection with the death of chicks due to an unknown disease. The death due to the unknown disease was discovered some months ago.  As i write this report the number of chicks has been reduced significantly and no solution has been found. In relation, to financial issues, I report that money is not enough. I almost forgot to inform you that training is underway and feeds have been delivered.
Thank you : Reggy Mayo (20/1/2013)


Question 5 (SO 4, AC 1)
List factors that a report recipient (reader) must evaluate when reading a report. 


(5)

SECTION B
Attempt the following tasks

Task 1 (SO 3, AC 1, AC 2)

You are the Director: Finance in an organisation. The organisation that you work for installs satellite dishes on behalf of DSTV. The past 3 months have been marred by an increase in the number of reported faults with recently installed satellite dishes. All technical components are tested before installations.

You have discovered that for the past 6 months technical employees have been complaining about many unexplained deductions, late and incorrect salary payments and rude officials in the Finance section. You feel the faults are being caused by demotivated technical staff. As a result, the Chief Executive Officer (CEO) of the organization has asked you to investigate the inefficiency of your Finance Directorate and submit a report with recommendations. 

Write a short formal report on your investigation into this matter which you will submit to the office of the CEO by 30 November 2012. 

Your report should include a title and the following subheadings: 

· Terms of reference 

· Procedures 

· Findings 

· Conclusions 

· Recommendations 

· Distribution list









(20)

Task 2 (SO 3, AC 1, AC 2)

You are an official who works for Riversand Municipality and in charge of electrification in Zone 11 which falls under this municipality. This area previously had no supply of electricity to households, to community and 52 business premises, and no street lighting. Although you have not been directly involved in implementation of the project, the Mayor has asked you to report on progress made at the next meeting of Council. 

You may structure your report as follows, but are free to adapt the headings to your needs, or add subsections as required: 

REPORT ON PROGRESS… 
1. Background 

2. Description of project 

2.1 Objectives 

2.2 Time frames 

2.3 Resources: human; financial; materials and equipment 

3. Work completed 

3.1 

3.2 

3.3 

4. Challenges 

5. Next phase 

6. Conclusions and recommendations 







(20)

Total marks are 

Learner achieved ____________ marks.

Assessor Name:____________ 

ASSESSMENT DECISION & EVIDENCE EVALUATION RECORD

	Candidate's Name: -



	Assessor's Name: -



	Practical assessment

I declare that this assessment is my own demonstration. 

Marks: The learner is either “Met requirements” or “Did not meet requirements”. If the learner is Did not meet requirements in an area, then he or she must be reassessed. 

Learner achieved: Met requirements / Did not meet requirements

	US 110023 Present information in report format



	Overall outcome: 

The learner must be able to US 110023 Present information in report format

Note: When learner do l assessments ensure that they meet the overall outcome. 



	Specific Outcome  
	Met requirements
	Did not meet requirements
	Comments

	1

	
	
	
	

	Specific Outcome 
	Met requirements
	Did not meet requirements
	Comments

	
	
	
	
	

	
	Specific Outcome 
	Met requirements
	Did not meet requirements
	Comments

	
	
	
	
	

	
	Specific Outcome 
	Met requirements
	Did not meet requirements
	Comments

	
	
	
	
	

	
	Specific Outcome 
	Met requirements
	Did not meet requirements
	Comments

	
	
	
	
	


	OVERALL ASSESSMENT DECISION



	Assessors Comments:



	Signature of Assessor:



	Date: 




Portfolio of Evidence submitted as per the Assessment Plan








Register candidates on the Learner Record Database








Certificate of Competencies issued to successful candidates





Approval & Certification obtained 





Completed Assessor Report / Moderator Report / Record of Learning 





All records & evidence filed





Action Plan Completed by Assessor





Assessment Results Moderated





Feedback Report Completed by Assessor & individual feedback given to the candidate





Appeal form completed by the candidate in the event of dispute





Record of Learning Updated





A detailed Assessor Report compiled & forwarded for Moderation





Portfolio of Evidence compiled as per the Assessment Plan








Observation conducted as per the Assessment Plan





Knowledge Questionnaire conducted as per the Assessment Plan





Assessment Plan agreed by candidate & completed by the assessor before the actual assessment








CAND


I


DATE








ASSESSMENT





SETA








Name�
�
�
Contact Address�
�
�
Telephone (H)�
�
�
Telephone (W)�
�
�
Facsimile�
�
�
Cellular�
�
�






FORMATIVE ASSESSMENT





PRESENT INFORMATION IN REPORT FORMAT


US 110023


NQF LEVEL: 4


CREDITS: 6


NOTIONAL HOURS: 60
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