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	Candidate Name: 

	A fully completed Evidence Checklist is compulsory for each unit submission.  It is essential that the location of the evidence should include the document/presentation/observation and the page(s) which cover the evidence.  This facilitates the moderation process and also ensures that the feedback provided is helpful to the assessor.
The specific OCR Model Assignment task that covers each criteria is listed below. This checklist should be completed even if the model assignment is not used.

A Glossary of the terms used in this document is available at the end of the document.




	AC
	Covered by

Model Assignment Task
	Evidence Requirements
	Type of Evidence eg document, observation, case history
	Evidence Location
(eg document/page(s))
	Assessor

	1.1
	Task 3
	Describe the:

· purpose

· confidentiality and security

· classification 

of filing systems.
Compare electronic and paper-based filing systems.

Explain the advantages and disadvantages of both electronic and paper-based systems.

Describe the issues that should be considered when setting up a filing system.
	
	
	

	1.2
	
	Define stock control.
Outline the purpose of a stock control system.

Compare and contrast manual and computer-based stock control systems.
Explain the factors which affect the choice stock control system within an organisation.
	
	
	

	1.3
	
	Explain the purpose of a computerised stock control system.

Analyse the activities of the computerised system to determine whether it is proactive or reactive in nature.

Evaluate the benefits of the computerised stock control system to the organisation, using the evidence already gathered to support the choice of benefits.
	
	
	

	1.4
	Task 2
	Identify the roles and responsibilities of administrative managers as they relate to specific business activities.

	
	
	

	
	
	Identify the role and responsibilities of HR managers during the employment lifecycle.


	
	
	

	
	
	Outline the similarities and differences between the HR and administrative roles and responsibilities.

	
	
	

	
	
	Outline how the administrative managers can support the human resources processes.


	
	
	

	2.1
	Task 3
	Summarise the factors to be considered when designing an office layout.

Explain how the factors support the optimisation of the available space.


	
	
	

	2.2
	
	Outline modern office practices. 

Compare and contrast the advantages and disadvantages of such practices.


	
	
	

	2.3
	
	Summarise measures that can be used to monitor effectiveness and efficiency within office environments.

Analyse the relative value of each of the measures, identified above, in monitoring the effectiveness and efficiency within office environments. Include a final conclusion, based on the evidence, which must be justified.
	
	
	

	3.1
	Task 1
	Explain at least two communication models.

Compare and contrast three different types of formal and informal meeting.

Describe the types of barriers to communication and their effect on meetings. 
Analyse how meetings support effective internal and external communication, using the evidence already gathered to support the arguments.
	
	
	

	3.2
	Task 4
	Define branding and explain its purpose.

Outline possible promotion activities.
Overview of event management and its role in marketing.

Overview of the relationship between branding and promotion.

Evaluate how events promote organisations and their brand.
	
	
	

	3.3
	Task 1
	Explain what is meant by the term “statutory meeting” and identify at least three types of statutory meeting.

Outline the administrative needs that are required prior to, during and after each type of meeting.

Explain why the administrative needs may vary depending on the nature of the meeting.


	
	
	

	3.4
	
	Describe the administrative support required to ensure an effective and efficient meeting.

	
	
	

	4.1
	Task 2
	Explain the stages of the project lifecycle.

	
	
	

	4.2
	
	Explain the importance of identifying:

· needs 
· the analysis of options
· implementation planning
· evaluation
· follow-up post project.
	
	
	

	4.3
	
	Describe the structure of project teams.
Describe how the leadership style of the project leader can influence:

· team building 

· communication systems and process within the project team.

Discuss the barriers which may result in project failure.

Explore how the points identified above can result in project failure.
	
	
	

	5.1
	Task 2
	Describe the advantages and disadvantages of manual and electronic diary management.

Describe how diary management can support:

· business activities

· business Performance

· changes to organisational priorities

· planning activities

· recording.
Describe where responsibility lies for managing diaries within an organisation.
	
	
	

	5.2
	
	Explain different project planning tools.

Identify and explain the similarities and differences between diary management and project management.

Examine how diary management and project management are linked and how these links can contribute to project success.
	
	
	

	5.3
	
	Explain electronic diary systems in terms of:

· the functions 

· control mechanisms

· access and security

· synchronisation.
Explain an established communication model.

Evaluate how effective diary management can be supported by the technology and the application of an appropriate communication model.
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Glossary
Analyse
Break an topic or issue down into parts and look at part in depth by considering questions such as “Why did x happen?”, “How did x affect the outcome?”. Use evidence which supports and counters the argument and how they interrelate. 
Assess

Consider how relevant, useful and effective something is in a given scenario. Both the positive qualities and the drawbacks are considered and a final justification for the decision or decisions must be provided. 

Compare/contrast 

Identify similarities and differences between two or more things or points of view.  Identify those similarities or differences which are more important than others for the circumstances you are analysing. 
Describe

Give an account, including all the relevant characteristics, qualities, or events.
Discuss

This is a written version of a debate. The case for and against a point of view or event including the advantages and disadvantages must be put using well-structured arguments. It must end with a conclusion.
Explain

To give account of the purposes or reasons for something.
Explore

Use a questioning approach, considering different points of view of an incident or issue, in order to come to a final view point.
Identify
This includes recognising, listing or naming of characteristics or key points to be considered; at level 4 this should also include the reasons for their inclusion in the list, etc.
Evaluate
An evaluation requires a verdict at the end of the research on whether the author agrees with the evidence and the justification for the decision.  Therefore this incorporates a detailed investigation/exploration of different facets of the task. At level 4, this is unlikely to be less than a page of argument.
Outline
A short description of the main characteristics/points of an issue or subject. This should include interrelationships, without going into the minute detail of each one.
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