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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 a calendar to schedule appointments.
A1.1	Create, edit and delete calendar entries
	A1.1  There should be evidence of creating, editing and deleting calendar entries.

	     

	A1.2	Arrange recurring appointments
	A1.2  At least two different examples of arranging recurring appointments.
Examples: Recurring appointments:  Daily, weekly, monthly, yearly.
	     

	A1.3	Invite others to meetings and monitor attendance
	A1.3  Invite at least one other to a meeting.
Examples: Invite to meetings: Check personal availability.
	     

	A1.4	Respond to meeting requests from others
	A1.4  Respond to at least one meeting request.
	     

	A1.5	Create reminders for calendar appointments
	A1.5  At least two different examples of creating reminders.
	     

	A1.6	Organise and display appointments as required
	A1.6  There should be at least one example of the organisation and display of two different appointments.
Examples: Display appointments:   On screen, for print; display style (month, week, day).
	     




	Criteria
	Evidence Requirements 
	Details/Page Number/Location of Evidence

	A2	Use a task list to prioritise activities.
A2.1	Create, edit and delete task information
	A2.1  There should be evidence creating, editing and deleting task information.
	     

	A2.2	Organise and display tasks, setting targets for completion
	A2.2  At least two examples of organising and displaying tasks.
Examples: Organise tasks:  By category, status, target dates; respond to task requests.
	     

	A2.3	Monitor task progress and set reminders
	A2.3  At least two examples of monitoring task progress and setting reminders.
Examples: Task progress:  Percentage completion; filters.
	     

	A2.4	Report on task status and activity
	A2.4  There should be two different reports on task status and activity.
	     






	Criteria
	Evidence Requirements
	Details/Page Number/Location of Evidence

	A3	Use an address book to store, organise and retrieve contact information.
A3.1	Create, edit and delete contact information
	A3.1  There should be evidence of creating, editing and deleting contact information.
	     

	A3.2	Organise and display contact information
	A3.2  There should be two different examples of organising and displaying contact information.
Examples: Organise contacts:  Organise – by name; customise display; selected fields; filters.  Display - on screen, for print, display style.
	     

	A3.3	Set up a distribution list
	A3.3  Set up at least one distribution list.
	     

	A3.4	Describe why it is important to use personal data responsibly and safely
	A3.4  Provide a brief description of the importance of using personal data responsibly and safely.
Examples: Responsible use:  Password protection, respect confidentiality; public profiles; trust, data protection.
	     

	A3.5	Outline why and how to keep contact information up to date.
	A3.5  Briefly describe why and how to keep contact information up to date.
	     


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