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INTRODUCTION
This delivery guide has been developed to provide practitioners with a variety of 
creative and practical ideas to support the delivery of this qualification. The guide is 
a collection of lesson ideas with associated activities, which you may find helpful as 
you plan your lessons. 

OCR has collaborated with current practitioners to ensure that the ideas put forward in 
this delivery guide are practical, realistic and dynamic. The guide is structured by unit and 
learning outcome so you can see how each activity helps you cover the requirements of 
this unit.

We’ve also included some English and maths activities. These are designed to 
demonstrate the importance of English and maths skills within real life job roles; 
and to help those learners who may be re-sitting their English or maths GCSE.

We appreciate that practitioners are knowledgeable in relation to what works for them 
and their learners. Therefore, the resources we have produced should not restrict or 
impact on practitioners’ creativity to deliver excellent learning opportunities.

Whether you are an experienced practitioner or new to the sector, we hope you find 
something in this guide which will help you to deliver excellent learning opportunities.

If you have any feedback on this delivery guide or suggestions for other resources you 
would like OCR to develop, please email resources.feedback@ocr.org.uk. 

To find out more about this qualification, go to: https://www.ocr.org.uk/qualifications/
vocational-education-and-skills/cambridge-technicals-business-level-2-2016-suite/

Please note 

The timings for the suggested activities in this Delivery Guide DO NOT relate to the 
Guided Learning Hours (GLHs) for each unit. 

Assessment guidance can be found within the Unit document available from  
https://www.ocr.org.uk/qualifications/vocational-education-and-skills/cambridge-
technicals-business-level-2-2016-suite/. 

The latest version of this Delivery Guide can be downloaded from the OCR website.

This Delivery Guide MUST NOT be used directly for assessment purposes. It is intended 
to support the teaching and learning of the unit specified.

mailto:resources.feedback%40ocr.org.uk?subject=
https://www.ocr.org.uk/qualifications/vocational-education-and-skills/cambridge-technicals-business-level-2-2016-suite/
https://www.ocr.org.uk/qualifications/vocational-education-and-skills/cambridge-technicals-business-level-2-2016-suite/
https://www.ocr.org.uk/qualifications/vocational-education-and-skills/cambridge-technicals-business-level-2-2016-suite/
https://www.ocr.org.uk/qualifications/vocational-education-and-skills/cambridge-technicals-business-level-2-2016-suite/
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UNIT AIM
This unit will provide you with the understanding required for a role as a business 
administrator. Completion of the unit will allow you to build upon the knowledge 
developed in Unit 1, and to apply it in context. 

You will gain an understanding of:
• the key factors when completing administrative tasks, such as arranging meetings, travel  

and accommodation
• the characteristics of business communications and their appropriate uses
• the importance of teamwork and meeting deadlines within a business administration role
• the appropriate uses of different business documents and how to complete them,  

including simple calculations.

Learners should be taught Unit 1 before they are taught Unit 2. We strongly 
recommend that learners complete Units 1 and 2 before undertaking 
assessment in the other units, as these areas of learning will underpin the 
whole qualification. Learners will be required to use skills, knowledge and 
understanding from these units in all units and especially in key tasks in Unit 7, 
which is the synoptic unit.

https://www.ocr.org.uk/qualifications/vocational-education-and-skills/cambridge-technicals-business-level-2-2016-suite/

LO1 Understand key factors when arranging meetings, travel and 
accommodation

LO2 Understand the characteristics of business communications and their 
appropriate uses

LO3 Understand the importance of teamwork and deadlines in business 
administration

LO4 Understand the appropriate uses of different business documents and how 
to complete them

https://www.ocr.org.uk/qualifications/vocational-education-and-skills/cambridge-technicals-business-level-2-2016-suite/
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KEY TERMS
Explanations of the key terms used within this unit, in the context of this unit

Key term Explanation

Access (accommodation 
requirements)

When booking accommodation an administrator must consider whether specific access facilities are required e.g. a wheelchair user will need 
accommodation that has a suitable access ramp or lifts.

Agenda A list of items/subjects that will be discussed during a formal meeting. It will also include details of when and where the meeting will take place and 
who is to attend.

Authorisation (of documents) To give permission – usually this will be a less senior employee e.g. an operative, asking a more senior employee e.g. a manager, for permission to do 
something. In this instance, to confirm that a document is accurate/appropriate and can be sent to the intended recipient. 

Complex content (of written 
business communications)

The choice of communication used may depend on the complexity of the content e.g. if graphs, charts or tables are to be included then a report is 
more likely to be chosen than a memo.

Data protection protocols Rules set out by an organisation with the aim of maintaining the confidentiality of data held by the organisation. Employees must follow these rules.

Diary management When arranging a meeting it is important to ensure that key personnel are all available for the time/date chosen, that they are all aware of the 
venue and that they understand the purpose of the meeting.

Dietary requirements 
(accommodation requirements)

When booking accommodation an administrator must consider whether any of their colleagues have specific dietary requirements e.g. gluten free 
or vegan. The accommodation booked should be able to cater for these requirements.

External audience People or other organisations that are not employed by or have a close relationship with an organisation e.g. customers and suppliers.

Formality (of written business 
communications)

A formal written business communication is more likely to use formal language and grammar e.g. ‘is not’ rather than ‘isn’t’. Often the aim is to create 
a good impression of the organisation for the recipient.

Grade/star rating (of 
accommodation)

Many accommodations have a grade/star rating which has been awarded by organisations such as Visit Britain or the AA. Similarly, ratings are 
provided on websites such as TripAdvisor. These ratings may influence the accommodation chosen as they will give an indication of the facilities, 
quality, cleanliness etc. of the options available.

Graphical content (of written 
business communications)

Some forms of written business communication are more likely than others to contain graphical information e.g. a report may contain a graph to 
summarise research gathered, whilst a letter is much less likely to contain this type of information. Graphical information may also be presented in 
colour so that it is easier to interpret than if it was produced in black and white.

Internal audience People within an organisation such as employees and shareholders.

Minutes (of a meeting) A written summary of what was discussed at a meeting, when it took place and who the attendees were.

Numerical content (of written 
business communications)

Numerical content can take many forms. These may include tables of data within a report or may be contained in transactional documents e.g. an 
invoice or credit note.

Seniority (accommodation 
requirements)

Accommodations vary in price. As such a more senior employee may expect to stay in accommodation which has a higher grading or more 
facilities, for example, than an employee with a lower status within the business.
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COMMON MISCONCEPTIONS
Some common misconceptions and guidance on how they could be overcome

What is the misconception? How can this be overcome? Resources which could help

Cost will always be the main 
priority when making meeting, 
travel or accommodation 
arrangements

Learners could be divided into three groups. Each group could be provided with three 
mini whiteboards.

In turn, each group could list what they believe should be the priority when making 
meeting, travel and accommodation arrangements i.e. one whiteboard headed ‘meetings’, 
one headed ‘travel’ and one headed ‘accommodation’. These could be ordered in what 
each group believes should be the order of priority.

If this task is completed prior to any other activities relating to these arrangements then 
this is likely to prompt more discussion as to what the key considerations should be.

It is likely that cost will feature as a consideration for each but learners should also identify 
other ideas. The tutor could then lead a whole group discussion as to what learners 
believe the considerations to be and why they have given each a specific level of priority 
in their list. Each group could hold their list up at the same time. This should encourage 
learners to justify their reasoning which will be important when making decisions as to the 
choice of meeting, travel and accommodation arrangements.

Some pointers on making travel arrangements for an 
executive
LinkedIn
A summary of points that an administrator should consider 
when making travel and accommodation arrangements
https://www.linkedin.com/pulse/14-boxes-tick-before-
making-travel-arrangements-wertheimer

Organising successful meetings
Seeds for change
An overview of the steps involved in organising a successful 
meeting
https://www.seedsforchange.org.uk/meeting

Everyone enjoys working in a 
team

This task could be completed in conjunction with LO3 activity 1 (below).

Learners could each be provided with a small sheet of blank paper. On this paper they 
could complete the two following sentences:

1. I sometimes enjoy working as part of a team (or group) because ….
2. I sometimes don’t enjoy working as part of a team (or group) because ….

They could then fold these up and hand them to the tutor. The tutor could then discuss 
their ideas, either anonymously or asking for the relevant learner to provide more detail.

This should provide two sides to the argument i.e. there may be times when people like 
working as part of a team and times when they do not. The tutor could also question 
learners to discover whether some had found it easier to answer Q1 and other to answer 
Q2. This may prompt discussion as to whether overall certain people would prefer to work 
as part of a team all of the time or prefer to work alone all of the time.

Teamwork vs individual work – which is better?
Teamweek
The pros and cons of working in a team and working alone 
as well as whether it may depend on the task/role being 
completed.
https://blog.teamweek.com/2017/04/teamwork-vs-
individual-work-which-is-better/

https://www.linkedin.com/pulse/14-boxes-tick-before-making-travel-arrangements-wertheimer
https://www.linkedin.com/pulse/14-boxes-tick-before-making-travel-arrangements-wertheimer
https://www.seedsforchange.org.uk/meeting
https://blog.teamweek.com/2017/04/teamwork-vs-individual-work-which-is-better/
https://blog.teamweek.com/2017/04/teamwork-vs-individual-work-which-is-better/
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Some common misconceptions and guidance on how they could be overcome

Deadlines do not have to be 
met, they are a guide only

Tutors could ask learners, either in pairs or in small groups to discuss the consequences of 
deadlines not being met using a wide range of examples.

For example:
• A customer waits in all day for a delivery but it doesn’t arrive.
• A train arrives into London one hour late.
• An employee has been asked to research potential new suppliers for a product but they 

don’t do this until a week after the deadline is set.
• A manager misses the deadline to authorise bonus payments to staff for the end of the 

month.

Once the examples have been discussed, the tutor could ask learners for their view as to 
whether deadlines are a guide only. Learners could be asked to justify their opinion.

11 Essential tips on how to meet deadlines in the workplace
Activia training
Hints on how to meet deadlines
https://www.activia.co.uk/blog/11-essential-tips-on-how-to-
meet-deadlines-in-the-workplace

How to ensure that you are able to meet your deadlines
CareerMine
Useful advice about how to meet deadlines in the workplace
http://careerminer.infomine.com/how-to-ensure-that-you-
are-able-to-meet-your-deadlines/

What to do if an employee keeps missing deadlines
Quickbase
Advice for a line manager on how to deal with an employee 
who keeps missing deadlines.
https://www.quickbase.com/blog/what-to-do-if-an-
employee-keeps-missing-deadlines

https://www.activia.co.uk/blog/11-essential-tips-on-how-to-meet-deadlines-in-the-workplace
https://www.activia.co.uk/blog/11-essential-tips-on-how-to-meet-deadlines-in-the-workplace
http://careerminer.infomine.com/how-to-ensure-that-you-are-able-to-meet-your-deadlines/
http://careerminer.infomine.com/how-to-ensure-that-you-are-able-to-meet-your-deadlines/
https://www.quickbase.com/blog/what-to-do-if-an-employee-keeps-missing-deadlines
https://www.quickbase.com/blog/what-to-do-if-an-employee-keeps-missing-deadlines
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SUGGESTED ACTIVITIES
The suggested activities in this delivery guide listed below have also been related to other units and learning outcomes (LOs) within this qualification. This could help with delivery planning 
and enable learners to cover multiple parts of units.

LO1 Understand key factors when arranging meetings, travel and accommodation
Title of suggested activity Suggested activities Suggested timings Also related to

Arrange a meeting 
and provide effective 
administrative support

Learners could be provided with the opportunity to plan, arrange and provide support for a meeting 
within the school/college. This could be a meeting for staff, peers, parents etc. Alternatively this could 
be undertaken in conjunction with Unit 7 ‘Support the organisation of an event’ if the ‘meeting’ option is 
chosen as the event.

Task 1
The group could begin by holding a planning meeting to focus on what tasks will need to be completed 
to enable an effective meeting to take place. 

For example decisions need to be made such as:
• What is the specific purpose of the meeting?
• Will the meeting involve internal and/or external attendees?
• Who and how many people are likely to attend?
• What is an appropriate date for the meeting?
• What format is appropriate e.g. face-to-face, teleconference etc.?
• Where should the meeting be held? (LO1.1.4 of the teaching content for this unit)

Task 2
Once the key requirements of the meeting have been established then appropriate arrangements will 
need to be made e.g. producing an agenda, inviting attendees, arranging for any required resources to 
be made available, arranging refreshments if required, booking the venue and any required equipment. 
Learners could each be given one responsibility once these requirements have been agreed.

Task 3
On the day of the meeting learners could ensure that effective administrative support is provided. Again, 
this could be done by assigning one responsibility to each learner.

Support tasks could include:
• Double-checking that any refreshments are prepared/delivered to the venue
• Ensuring that accurate minutes are kept of the meeting
• Ensuring that all attendees have the latest agenda and any required documents
• Ensuring that any required equipment is booked, arranged and tested
• Ensuring that information re safety and comfort is provided for attendees e.g. on a PowerPoint slide or 

verbally

2.5 hours plus the 
meeting

Unit 1, LO1 
Unit 4, LO4 
Unit 5, LO3 
Unit 6, LO3
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LO1 Understand key factors when arranging meetings, travel and accommodation
Title of suggested activity Suggested activities Suggested timings Also related to

Task 4
After the meeting learners could meet to discuss what they think went well and what aspects of the 
planning and the meeting itself could have been improved. The tutor could use this discussion to 
encourage learners to consider the benefits of providing effective administrative support (LO1.2.2 of the 
teaching content for this unit).

English extension activity
After Task 4, learners could write a report evaluating the effectiveness of the meeting or event.
Learners could outline the aspects that were successful, indicating why they worked, and then outline 
aspects that were less successful, indicating what went wrong and what could be done differently in 
future to ensure success.

Appropriate formal style and layout should be used.

A possible format:
• Title: A Report on….
• Sub-heading: Successes
• Sub-heading: Weaknesses
• Final heading: Recommendations

In pairs, learners could check for errors, omissions and lack of clarity in the reports.

Resources:
Step by step – How to plan to set up effective meetings
The balance small business
An overview of the steps required to set up an effective business meeting
https://www.thebalancesmb.com/simple-steps-for-planning-meetings-4105855

7 simple steps for planning effective business meetings and events
YouTube
A video (US) which explains the steps involved in planning a meeting. This focuses on a meeting with a 
keynote speaker but many of the points can be related to other types of meeting.
https://www.youtube.com/watch?v=oaXdbD98Mu4

40 minutes

10 minutes

https://www.thebalancesmb.com/simple-steps-for-planning-meetings-4105855
https://www.youtube.com/watch?v=oaXdbD98Mu4
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LO1 Understand key factors when arranging meetings, travel and accommodation
Title of suggested activity Suggested activities Suggested timings Also related to

Recommend travel 
and accommodation 
arrangements

Learners could individually be provided with scenarios where they need to recommend the most 
appropriate travel and accommodation arrangements for a colleague within a business and then 
produce a travel itinerary that could be emailed to that person. 

Scenarios could include a range of travel requirements e.g. timescales and the option to take 
equipment, as well as a range of hotel requirements e.g. dietary requirements, facility requirements and 
employee status. 

For example:

The CEO of a business needs to visit an important customer in New York. The CEO is based in 
Manchester. It would take 3.5 hours to drive to London Heathrow airport or 20 minutes to drive to 
Manchester airport. The meeting is due to start at 10.00am New York time so the CEO will need a hotel 
for the night before the meeting. The CEO will need to take a laptop and a small suitcase, but no other 
equipment. 

Flying from: Departure time (UK time) Arrival time (New York time) Cost (return)

London Heathrow 10.10 13.15 £215

Manchester 9.00 13.15 £245

Additional travel information:
• Any petrol costs for the CEO using her own car are charged at 45p per mile
• Distance from CEO’s home to London Heathrow airport: 196 miles
• Distance from CEO’s home to Manchester airport: 9 miles
• Parking at London Heathrow airport: £44.00 for 48 hours
• Parking at Manchester airport: £28.00 for 48 hours
• Taxi from CEO’s home to Manchester: £15.00 each way

Hotel Star rating Distance to 
meeting venue

Facilities Price per night 
(room only)

Bastion House 5* 6 miles Restaurant, car park, Wi-Fi, 
swimming pool

$450

Platinum Park 4* 2 miles Restaurant, Wi-Fi $300

The Oaks 3* 1 mile Restaurant, Wi-Fi $185

The tutor could either monitor each learner and discuss their ideas individually e.g. to suggest key 
factors that they may have overlooked, or lead a discussion to compare recommendations once the 
scenarios have been considered. Learners should be able to justify why options have been chosen or 
rejected.

15 minutes per 
scenario

Unit 1, LO1 
Unit 4, LO3
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LO1 Understand key factors when arranging meetings, travel and accommodation
Title of suggested activity Suggested activities Suggested timings Also related to

Maths extension activity
Learners could each be given a venue and asked to price and time a range of travel options. The venues 
should be chosen so that there is the possibility of choosing to at least fly, train, taxi or drive. It may also 
involve a combination of these forms of transport. A discussion could then follow on which option is the 
most appropriate for different contexts.

20 minutes
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LO2 Understand the characteristics of business communications and their appropriate uses
Title of suggested activity Suggested activities Suggested timings Also related to

Written versus verbal 
communication

Task 1
To recap learning from Unit 1 teaching content, learners could be provided with mini whiteboards, 
either individually or in pairs. Firstly they could be asked to write down all of the forms of written 
business communication (LO3.1.1, Unit 1) that they can think of. Their ideas can then be held up/
compared to ensure that a full, overall list has been compiled. A volunteer could be asked to write this 
on the main whiteboard in the room. This could then be repeated for forms of verbal communication 
(LO3.1.2, Unit 1). 

Task 2
Either individually or in pairs, learners could be provided with at least one of the forms of 
communication. Between the pairs, all of the forms of both written and verbal communication should 
be allocated. If the group is small, then each pair could be allocated one written and one verbal form of 
communication.

Each pair could discuss what they know and understand about the form of communication that 
they have been given. Further research could be carried out if necessary. They could then produce a 
PowerPoint slide which states:
• Two advantages
• Two disadvantages
• An example of when this form of communication would be used
• A potential consequence to the business of this form of communication not being completed 

accurately.

Each pair could then present their ideas to the remainder of the group. The tutor could encourage other 
learners to suggest further ideas to build up a more detailed understanding of the potential advantages 
and disadvantages, when each form of communication would be appropriate to be used and potential 
consequences of inaccurate completion.

Resources:
Verbal communication versus written communication
Guru habits
The benefits of verbal and written communication in different situations (business and personal).
https://www.guruhabits.com/verbal-communication/

Difference between oral communication and written communication
Key differences
This resource focuses on the differences between oral and written communication. A clear table format 
is used for comparison.
https://keydifferences.com/difference-between-oral-communication-and-written-communication.html

10 minutes

1 hour

Unit 1, LO3 
Unit 6, LO2, LO3 
Unit 7, LO3 

https://www.guruhabits.com/verbal-communication/
https://keydifferences.com/difference-between-oral-communication-and-written-communication.html
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LO2 Understand the characteristics of business communications and their appropriate uses
Title of suggested activity Suggested activities Suggested timings Also related to

Practical demonstration of 
telephone skills

Task 1
The tutor could arrange to visit the school/college office to speak to a receptionist. Learners could be 
shown first-hand how the telephone system works, how to use it and the receptionist could explain 
what the protocol is for answering the telephone for both internal and external calls.

Task 2
The tutor could arrange a role play where learners in turn have to answer the telephone. Either the tutor 
or another volunteer could speak to the learners via telephone – each conversation being based on 
a scenario. Learners could know the basic scenario beforehand e.g. you work in the human resource 
function of a business, but they will need to react appropriately to the caller.

After their conversation, learners could write down one thing that they thought they did well or 
responded to well during the call and one improvement that they could make. 

Potential scenarios include:
• An employee telephones an administrator in the human resource function because they have been 

paid for fewer hours than they actually worked last month.
• A supplier telephones an administrator in the finance function to find out when an invoice will be 

paid.
• A customer telephones an administrator in the finance function because there is an error on an 

invoice and they have been over-charged.
• A manager telephones an administrator because a report that the administrator was writing hasn’t 

been received. Today was the deadline. 
• A customer telephones an administrator to find out the delivery date of an order.

Task 3
The tutor could lead a whole group discussion to compile a list of effective telephone skills (LO2.5 of the 
teaching content for this unit and LO3.2.4 of the teaching content for unit 1). A starting point for this 
could be what the learners thought they did well within their individual conversations.

The tutor could then use each of the skills identified to discuss with learners the consequences if each 
of these skills are not shown within a telephone conversation. Again, reference could be made to the 
improvements identified by each learner and what might happen if these improvements were not 
made. 

Resources:
Effective telephone tips from Successfully Speaking
YouTube
A short video providing general tips on how to act/speak on the telephone.
https://www.youtube.com/watch?v=8v60jWtecrQ

20 minutes

10 minutes per 
learner

30 minutes

Unit 1, LO3 
Unit 4, LO3 
Unit 6, LO2

https://www.youtube.com/watch?v=8v60jWtecrQ
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LO2 Understand the characteristics of business communications and their appropriate uses
Title of suggested activity Suggested activities Suggested timings Also related to

10 essential business telephone skills
Telephone Doctor Inc.
Suggestions to improve telephone skills.
http://www.telephonedoctor.com/our_blog/10-essential-business-telephone-skills/

http://www.telephonedoctor.com/our_blog/10-essential-business-telephone-skills/
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LO3 Understand the importance of teamwork and deadlines in business administration
Title of suggested activity Suggested activities Suggested timings Also related to

Teamwork in the 
workplace

Task 1
The tutor could introduce LO3.1.1 to ensure that all learners understand what is meant by the 
characteristics which support effective teamwork as this will be required when completing their 
research (below).

Learners could then be asked to complete primary research into:
• what the employees in a range of organisations think supports effective teamwork
• what the employees think are the benefits and drawbacks to both them individually and to the 

organisation that they work for of asking employees to work as part of a team
• the methods that are used to share experience and advice between team members in their 

organisation.

This could include interviewing employees who work in different (types of ) teams within the school/
college, interviewing family/friends or using their own experiences within part-time job roles.

Task 2
The tutor could lead a group discussion to find out the results of the research. Learners could also be 
encouraged to draw any conclusions e.g. does it depend on the type of organisation? Does it depend 
on job roles? Why might some tasks be completed more effectively if working in a team? Why might 
some tasks be completed more effectively if employees work individually?

Resources:
Why is teamwork important?
The happy manager
A basic overview of the benefits of teamwork.
https://the-happy-manager.com/articles/why-is-teamwork-important/

English extension activity
Using evidence from individual research and the whole group discussion, learners, in small groups, could 
collate and condense information about the advantages and disadvantages of working both as a team 
and individually in the form of an A3 sized poster.
Groups need to agree on a clear layout and format, how to select and present a range of information 
so it is easily accessible yet sufficiently detailed, and how to include examples, situations and key 
conclusions. 

Appropriate use of language and style should be considered.

The audience could be learners on the same course.

30-45 minutes 
depending on 
the number of 
people interviewed 
(homework)

25 minutes

50 minutes

Unit 1, LO3

https://the-happy-manager.com/articles/why-is-teamwork-important/
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LO3 Understand the importance of teamwork and deadlines in business administration
Title of suggested activity Suggested activities Suggested timings Also related to

Thinking practically about 
prioritisation

This task builds on Unit 1, LO3.5.

Task 1
In pairs, learners could be provided with scenarios relating to a range of different deadlines. Learners 
should decide in each situation which deadline they would choose to prioritise and why this has been 
chosen. There could be instances where ‘it depends’ may also be appropriate and this should help to 
promote discussion about how to prioritise tasks effectively.

Scenarios could include:
• A supplier has asked for a delivery date to be confirmed for materials which you know are needed in 

two days’ time. Your line manager has asked you to complete a request for repair form for his printer 
which has broken.

• The deadline for a report is today at 5pm. You know that it will take you at least 5 hours to complete. 
You have been asked to telephone a customer about a complaint. You know that this could be a long 
conversation.

• Your line manager has asked you to try to book a luxury hotel for tonight for a more senior manager. 
Your afternoon break is due to start in two minutes.

• A meeting that you have arranged is due to start in 10 minutes but you’ve just been told that the 
refreshments haven’t arrived. You need to telephone the catering team. One of the attendees for the 
meeting has just arrived at reception and you need to go and greet them.

Scenarios that relate to LO3.2 and LO3.3 of the teaching content for this unit will enable learners to 
better understand how and why tasks should be prioritised.

Task 2
The tutor could lead a whole group discussion to compare the decisions that each pair has made. Have 
they all prioritised the same tasks? Why? Why not?

Resources:
How to: Prioritise work
Reed
Suggestions for employees about how to prioritise their work.
https://www.reed.co.uk/career-advice/how-to-prioritise-work/

10 ways to …Prioritise your workload
ICAEW
Ways that workload can be prioritised.
https://www.icaew.com/archive/library/small-business-update/10-ways-to-prioritise-your-workload

1 hour Unit 1, LO3 
Unit 3, LO2 

https://www.reed.co.uk/career-advice/how-to-prioritise-work/
https://www.icaew.com/archive/library/small-business-update/10-ways-to-prioritise-your-workload
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LO4 Understand the appropriate uses of different business documents and how to complete them 
Title of suggested activity Suggested activities Suggested timings Also related to

Producing and reviewing 
internal communication 
documents for given 
scenarios

Task 1
Learners could be asked to produce internal communication documents (as listed in Unit 1, LO6.1.1.1 
teaching content) either individually or in pairs. Templates could be provided for each example.

For example:
• Oscar works in Taunton. He travelled to a meeting in London last week. He travelled 8 miles each way 

to the station in his own car at a cost of 45p per mile, spent £4.80 on parking at the station, £68.00 on 
his train ticket, £35.00 on taxi fares and £13.52 on breakfast on the train. Complete his travel expense 
claim form.

• You work for your local hospital. You need 250 copies of a four page document. You want it double-
sided, in black and white and with one staple in the top corner. You need it in two days’ time. You 
need to complete a reprographics request form.

Learners could be asked to complete two documents each/per pair.

Maths extension activity
This is an extension from the activity above.

Learners could be given pre-prepared invoices that have been completed by the tutor with mistakes. 
The learners would be tasked with identifying the mistakes, rectifying them and discussing how these 
mistakes, if not corrected, could affect business relationships.

Task 2
For the documents that they have produced, learners could be asked to identify two advantages and 
two disadvantages of producing them as hard copies versus electronic copies. 

Task 3
Learners could be provided with two documents that have been produced by other learners within 
the group. They could review these documents to review whether they are fit for purpose based on 
LO4.1.7 of the teaching content for this unit. It may be useful to provide learners with this section of the 
teaching content as a check-list when carrying out their review.

The tutor could monitor their progress; asking learners to justify any errors which they have identified or 
questioning whether specific information/calculations etc. are accurate if errors have not been identified. 

20 minutes

20 minutes

10 minutes

20 minutes

Unit 1, LO6 
Unit 5, LO3 
Unit 6, LO3
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LO4 Understand the appropriate uses of different business documents and how to complete them 
Title of suggested activity Suggested activities Suggested timings Also related to

Producing and completing 
transactional documents

Task 1
Learners could be asked to complete transactional documents (as listed in Unit 1, LO6.1.2 teaching 
content) either individually or in pairs. Templates could be provided for each example.

For example:
• Trennor Sweets wants to order 5000kg of sugar from Banston Mills at a cost of 38p per kilo. Their 

customer number is 45678. The order is to be placed today and they want the delivery to arrive in 7 
days. VAT will be charged at 20% on the order. If the total value is more than £400 then a discount of 
10% will be applied. Complete the purchase order.

• Sharma Clothing Ltd need to invoice Tamber Silk for 150 scarves and 230 ties. The scarves cost £20 
each and the ties £16 each. The invoice number is SC23096. The delivery date was 5 days ago. VAT 
should be charged at 20%. Complete the invoice.

Task 2
The tutor could provide all learners/pairs with transactional documents which are not fit for purpose 
(based on LO4.1.7 of the teaching content for this unit). 

Learners should identify improvements that need to be made. A group discussion could then be held to 
reach a group conclusion as to the required improvements. Learners could be encouraged to justify any 
improvements suggested.

Task 3
Either as a whole group or in pairs, learners could consider the consequences to the business, the 
customer, the supplier and/or the employee if errors are made in each of the transactional documents. 
A table could be completed that summarises these consequences that would aid revision prior to the 
examination for this unit.

Consequences to 
the business

Consequences to 
the customer

Consequences to 
the supplier

Consequences to 
the employee

Purchase order

Invoice

Credit note

Receipt

Claim form

Order form

20 minutes

30 minutes 
(depending on 
the number 
of documents 
reviewed)

40 minutes

Unit 1, LO6
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