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Completed evidence checklists must be submitted with candidate work for each unit. No substitute is permitted.

Centre assessors must assess the candidate’s work prior to submission.

Only units that have been achieved should be submitted for moderation.

Please note that where candidates are required to demonstrate amendments/replacements/moves/deletions, before and after evidence will need to be submitted.

All pages must be numbered and the page number referenced on this form.  The examples given are indicative of the learning context at each level and are not intended to form a prescriptive list for the purpose of assessment. However, Evidence requirements (in bold italics), must be followed.





	Criteria
	Evidence Requirements 
	Details/Page Number/Location of Evidence

	A1 	Use e-mail software tools and techniques to compose and send messages.
A1.1 	Use software tools to compose and format e-mail messages
	A1.1  Compose and format an e-mail (not default settings)
Examples:  Compose and format e-mail: Format text (font, size, colour), format paragraphs (alignment, bullets, numbered list), spell check. 
	     

	A1.2 	Attach files to e-mail messages
A1.3 	Send e-mail messages 
	A1.2 & 1.3  Send an email with an attached file to more than one person.
Examples:  Send e-mail: To, from, cc, subject; reply, reply all, forward.  Open message, open attachment.
	     

	A1.4 	Identify how to stay safe and respect others when using e-mail.
	A1.4  Briefly describe how to stay safe and respect others when using e-mail.
Examples:  Staying safe: Avoid inappropriate disclosure of personal information, avoid misuse of images, use appropriate language, respect confidentiality, use copy lists with discrimination. 
	     

	A1.5	Use an address book to store and retrieve contact information. 
	A1.5  Provide evidence of at least two different examples of using an address book for storing and retrieving contact information.
Examples:  Address book:  Add, amend and delete contact entries; contacts list. 
	     






	Criteria
	Evidence Requirements 
	Details/Page Number/Location of Evidence

	A2 	Manage incoming email effectively.

A2.1 	Follow guidelines and procedures for using e-mail 
	A2.1  Describe how guidelines are followed 
Examples: Guidelines and procedures: set by employer or organisation, security, copyright; netiquette; password protection.
	     

	A2.2 	Identify when and how to respond to e-mail messages
A2.3 	Read and respond to e-mail messages appropriately 


	A2.2, A2.3  Read and reply to at least one email
Examples:  E-mail responses: decide on priorities, gather information needed to respond, decide when and who to copy in.
	     

	A2.4 Identify what messages to delete and when to do so 
A2.5 	Organise and store e-mail messages 

	A2.4, A2.5  Store at least two emails appropriately and show evidence of deleting appropriately
Examples:  Organise and store e-mail: folders, subfolders, delete unwanted messages, backup, address lists.
	     

	A2.6 	Respond appropriately to common e-mail problems.
	A2.6  Respond to at least one email problem
Examples:  Email problems: due to message size or number of attachments, messages from unknown users (SPAM, junk, chain-mails, ‘phishing’), viruses.
	     


I state that the evidence for this unit is included on the specified printouts (or saved electronic files) indicated above.
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