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Key features of the Edexcel Level 2 NVQ 
Award/Certificate/Diploma in Business and 
Administration (QCF) 

These qualifications: 

• are nationally recognised 

• are based on the Business and Administration National Occupational 
Standards (NOS). The NOS, assessment strategy and qualification 
structure(s) are owned by The Council for Administration.  

The Edexcel Level 2 NVQ Certificate in Business and Administration has 
been approved as a component required for the Level 2 Business and 
Administration Apprenticeship framework. 

The Edexcel Level 2 NVQ Diploma in Business and Administration will be 
accepted as a proxy qualification on the Level 2 Business and 
Administration Apprenticeship framework, and apprenticeships including 
this qualification will be certificated. 

What is the purpose of these qualifications? 

These qualifications are designed for learners employed in administrative 
roles, for example administrative assistants or team administrators, who 
need to develop or consolidate their skills.  

Learners are required to take mandatory units which cover aspects of 
working and communicating in a business environment. Learners then have 
a choice of option units covering different functional areas such as work 
responsibilities, document production, events and meetings, 
communications or customer service. There is a wide range of option units 
allowing learners to choose units to meet the needs of their own work role. 

Who are these qualifications for? 

The Edexcel Level 2 NVQ Award/Certificate in Business and Administration 
(QCF) are for all learners aged 14 and above who are capable of reaching 
the required standards. 

The Edexcel Level 2 NVQ Diploma in Business and Administration (QCF) is 
for all learners aged 16 and above who are capable of reaching the required 
standards. 

Edexcel’s policy is that the qualifications should: 

• be free from any barriers that restrict access and progression 

• ensure equality of opportunity for all wishing to access the qualifications. 
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What are the benefits of these qualifications to the learner and 
employer? 

These qualifications are work-based qualifications, which allows learners to 
develop knowledge, understanding and skills essential for working in a 
business and administration environment, such as communication skills, 
working with others and managing and improving own performance.  

What are the potential job roles for those working towards these 
qualifications?  

• Administrative assistant/administrator 

• Civil Service administrative assistant/officer 

• Payroll clerk/supervisor/manager 

• School administrative assistant 

• Secretary 

What progression opportunities are available to learners who achieve 
these qualifications? 

These qualifications will allow learners to progress within employment to 
administrative positions such as team administrators, and roles in specific 
areas such as arranging meetings and customer service.  

Learners may progress to other Level 2 qualifications such as the Edexcel 
BTEC Level 2 Certificate in Principles of Business and Administration, or the 
Edexcel BTEC Level 2 Certificate/Extended Certificate/Diploma in Business. 
Learners can also progress to a Level 2 Apprenticeship in Business and 
Administration. 

Learners can also progress to Level 3 qualifications such as the Edexcel 
Level 3 NVQ Certificate or Diploma in Business and Administration, the 
Edexcel BTEC Level 3 Certificate in Principles of Business and Administration 
or to the Edexcel BTEC Level 3 Subsidiary Diploma/Diploma/Extended 
Diploma in Business. Learners can also progress to the Level 3 
Apprenticeship in Business and Administration.  

Further information is available in Annexe A.  
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What is the qualification structure for the Edexcel 
Level 2 NVQ Award in Business and Administration 
(QCF)? 

Individual units can be found in the Units section. The QCF level and credit 
value are given on the first page of each unit. 

To achieve an Edexcel Level 2 NVQ Award in Business and Administration 
(QCF), learners must complete a minimum of 9 credits, of which at least 
six credits must be selected from level 2 units:  

• 5 credits must be completed from GROUP A MANDATORY UNITS; 
and 

• a minimum of 4 credits from GROUP B OPTIONAL UNITS. 

 

Level  Unit 
Reference 
Number 

Unit Title Credits GLH 

Group A: Mandatory Units (5 credits) 

2 F/601/2470 Unit 3: Work in a Business Environment 2 18 

2 D/601/2475 Unit 4: Communicate in a Business Environment 3 18 

Group B: Optional Units (minimum of 4 credits) 

B1: Work Responsibilities 

2 F/601/2467 Unit 1: Manage own Performance in a Business 
Environment  

2 9 

2 L/601/2469 Unit 2: Improve own Performance in a Business 
Environment 

2 6 

2 L/601/2472 Unit 5: Solve Business Problems  4 12 

2 Y/601/2474 Unit 6: Work with Other People in a Business 
Environment  

3 10 

B2: Document Production 

2 T/601/2482 Unit 8: Produce Documents in a Business 
Environment 

4 15 

2 A/601/2483 Unit 9: Prepare Text from Notes* 3 15 

2 F/601/2484 Unit 10: Prepare Text from Notes Using Touch 
Typing (40 wpm)* 

3 15 

2 J/601/2485 Unit 11: Prepare Text from Shorthand (60 wpm) 8 55 

2 L/601/2486 Unit 12: Prepare Text from Recorded Audio 
Instruction (40 wpm) 

4 35 
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Level  Unit 
Reference 
Number 

Unit Title Credits GLH 

B3: Events And Meetings 

2 L/601/2505 Unit 17: Support the Organisation of an Event 2 15 

2 D/601/2508 Unit 18: Support the Co-Ordination of an Event 3 20 

2 Y/601/2510 Unit 19: Support the Organisation of Business Travel 
or Accommodation 

3 18 

2 T/601/2515 Unit 20: Support the Organisation of Meetings 4 18 

B4: Communications 

1 K/601/2446 Unit 24: Make and Receive Telephone Calls 3 10 

2 H/601/2476 Unit 25: Use Electronic Message Systems 1 6 

2 K/601/2477 Unit 26: Use Diary Systems 3 9 

2 M/601/2478 Unit 27: Take Minutes 4 15 

B5: CUSTOMER SERVICE 

2 T/601/2479 Unit 30: Handle Mail 3 17 

2 K/601/2480 Unit 31: Provide Reception Services* 3 15 

2 Y/601/2457 Unit 32: Meet and Welcome Visitors* 3 23 

B6: Manage Information And Data 

2 R/601/2487 Unit 35: Organise and Report Data 3 12 

2 Y/601/2488 Unit 36: Research Information  4 17 

2 R/601/2490 Unit 37: Store and Retrieve Information 3 17 

2 Y/601/2491 Unit 38: Archive Information 2 13 

2 J/601/2518 Unit 39: Support the Management and Development 
of an Information System 

7 40 

B7: Business Resources 

2 H/601/2493 Unit 43: Use Office Equipment  4 18 

2 M/601/2495 Unit 44: Maintain and Issue Stationery Stock Items 3 14 

B8: Innovation And Change 

2 F/601/2517 Unit 47: Respond to Change in a Business 
Environment 

3 16 

B9: Health, Safety And Security Of People, Premises And Property  

1 T/601/2465 Unit 52: Use Occupational and Safety Guidelines 
When Using Keyboards 

2 20 

 
* These units have forbidden combinations in place, see pages 16-18  
for details. 
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What is the qualification structure for the Edexcel 
Level 2 NVQ Certificate in Business and 
Administration (QCF)? 

Individual units can be found in the Units section. The QCF level and credit 
value are given on the first page of each unit. 
To achieve an Edexcel Level 2 NVQ Certificate in Business and 
Administration (QCF), you must complete a minimum of 21 credits, of 
which at least 14 credits must be selected from level 2 units:   
 
9 credits must be completed from GROUP A MANDATORY UNITS; and,  
a minimum of 7 credits from GROUP B OPTIONAL UNITS 

a maximum of 5 credits from GROUP C OPTIONAL UNITS. 
 

Level Unit 
Reference 
Number 

Unit Title Credits GLH 

Group A: Mandatory Units (9 credits) 

2 F/601/2467 Unit 1: Manage own Performance in a Business 
Environment 

2 9 

2 L/601/2469 Unit 2: Improve own Performance in a Business 
Environment 

2 6 

2 F/601/2470 Unit 3: Work in a Business Environment 2 18 

2 D/601/2475 Unit 4: Communicate in a Business Environment 3 18 

Group B: Optional Units (Minimum of 7 credits) 

B1: Work Responsibilities 

2 L/601/2472 Unit 5: Solve Business Problems  4 12 

2 Y/601/2474 Unit 6: Work with Other People in a Business 
Environment  

3 10 

B2: Project Management 

3 J/601/2549 Unit 7: Contribute to Running a Project  5 30 

B3: Document Production 

2 T/601/2482 Unit 8: Produce Documents in a Business 
Environment* 

4 15 

2 A/601/2483 Unit 9: Prepare Text from Notes* 3 15 

2 F/601/2484 Unit 10: Prepare Text from Notes using Touch 
Typing (40 wpm)* 

3 15 

2 J/601/2485 Unit 11: Prepare Text from Shorthand (60 wpm)* 8 55 

2 L/601/2486 Unit 12: Prepare Text from Recorded Audio 
Instruction (40 wpm)* 

4 35 
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Level Unit 
Reference 
Number 

Unit Title Credits GLH 

3 M/601/2531 Unit 13: Design and Produce Documents in a 
Business Environment* 

4 25 

3 T/601/2532 Unit 14: Prepare Text from Notes Using Touch 
Typing (60 wpm)* 

4 10 

3 A/601/2533 Unit 15: Prepare Text from Shorthand (80 wpm)* 8 45 

3 F/601/2534 Unit 16: Prepare Text from Recorded Audio 
Instruction (60 wpm)* 

4 25 

B4: Events and Meetings 

2 L/601/2505 Unit 17: Support the Organisation of An Event* 2 15 

2 D/601/2508 Unit 18: Support the Co-Ordination of An Event* 3 20 

2 Y/601/2510 Unit 19: Support the Organisation of Business 
Travel Or Accommodation 

3 18 

2 T/601/2515 Unit 20: Support the Organisation of Meetings* 4 18 

3 R/601/2540 Unit 21: Plan and Organise an Event* 4 28 

3 Y/601/2541 Unit 22: Co-Ordinate an Event* 4 30 

3 D/601/2542 Unit 23: Plan and Organise Meetings* 5 25 

B5: Communications 

1 K/601/2446 Unit 24: Make and Receive Telephone Calls 3 10 

2 H/601/2476 Unit 25: Use Electronic Message Systems 1 6 

2 K/601/2477 Unit 26: Use Diary Systems 3 9 

2 M/601/2478 Unit 27: Take Minutes 4 15 

3 M/601/2528 Unit 28: Develop a Presentation 3 15 

3 T/601/2529 Unit 29: Deliver a Presentation 3 15 

B6: Customer Service 

2 T/601/2479 Unit 30: Handle Mail 3 17 

2 K/601/2480 Unit 31: Provide Reception Services* 3 15 

2 Y/601/2457 Unit 32: Meet and Welcome Visitors* 3 23 

3 A/601/2550 Unit 33: Deliver, Monitor and Evaluate Customer 
Service to Internal Customers 

3 12 

3 F/601/2551 Unit 34: Deliver, Monitor and Evaluate Customer 
Service to External Customers 

3 12 
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Level Unit 
Reference 
Number 

Unit Title Credits GLH 

B7: Manage Information and Data 

2 R/601/2487 Unit 35: Organise and Report Data 3 12 

2 Y/601/2488 Unit 36: Research Information  4 17 

2 R/601/2490 Unit 37: Store and Retrieve Information 3 17 

2 Y/601/2491 Unit 38: Archive Information 2 13 

2 J/601/2518 Unit 39: Support the Management and Development 
of an Information System 

7 40 

3 L/601/2536 Unit 40: Support the Design and Development of an 
Information System 

7 35 

3 R/601/2537 Unit 41: Monitor Information Systems 7 30 

3 Y/601/2538 Unit 42: Analyse and Report Data 6 30 

B8: Business Resources 

2 H/601/2493 Unit 43: Use Office Equipment  4 18 

2 M/601/2495 Unit 44: Maintain and Issue Stationery Stock Items 3 14 

3 D/601/2539 Unit 45: Order Products and Services 5 35 

3 J/601/2552 Unit 46: Agree a Budget 4 25 

B9: Innovation and Change 

2 F/601/2517 Unit 47: Respond to Change in a Business 
Environment 

3 16 

3 A/601/2547 Unit 48: Contribute to Innovation in a Business 
Environment 

4 30 

B10: Specialised Business Support Services – Human Resources 

2 T/601/2790 Unit 49: Administer Human Resources Records 3 20 

2 A/601/2791 Unit 50: Administer the Recruitment and Selection 
Process  

4 30 

B11: Specialised Business Support Services – Parking 

2 J/601/2647 Unit 51: Administer Parking Dispensations 4 14 

Group C: Optional Units (Maximum of 5 credits) 

C1: Health, Safety and Security of People Premise and Property 

1 T/601/2465 Unit 52: Use Occupational and Safety Guidelines 
when Using Keyboards 

2 20 
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Level Unit 
Reference 
Number 

Unit Title Credits GLH 

C2: IT 

1 A/502/4395 Unit 53: Bespoke Software* 2 15 

1 F/502/4558 Unit 54: Data Management Software* 2 15 

1 H/502/4553 Unit 55: Database Software* 3 20 

1 T/502/4153 Unit 56: Improving Productivity Using IT*  3 20 

1 R/502/4256 Unit 57: IT Security for Users* 1 10 

1 K/502/4621 Unit 58: Presentation Software* 3 20 

1 Y/502/4209 Unit 59: Set Up an IT System*  3 20 

1 A/502/4624 Unit 60: Spreadsheet Software*  3 20 

1 A/502/4378 Unit 61: Using Collaborative Technologies* 3 20 

1 L/502/4630 Unit 62: Website Software* 3 20 

1 L/502/4627 Unit 63: Word Processing Software* 3 20 

2 F/502/4396 Unit 64: Bespoke Software* 3 20 

2 J/502/4559 Unit 65: Data Management Software* 3 20 

2 M/502/4555 Unit 66: Database Software* 4 30 

2 J/502/4156 Unit 67: Improving Productivity Using IT*  4 30 

2 Y/502/4257 Unit 68: IT Security For Users* 2 15 

2 M/502/4622 Unit 69: Presentation Software*  4 30 

2 L/502/4210 Unit 70: Set up an IT System*  4 30 

2 F/502/4625 Unit 71: Spreadsheet Software*  4 30 

2 F/502/4379 Unit 72: Using Collaborative Technologies* 4 30 

2 R/502/4631 Unit 73: Website Software* 4 30 

2 R/502/4628 Unit 74: Word Processing Software*  4 30 

 
* These units have forbidden combinations in place, see pages 16-18  
for details. 
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What is the qualification structure for the Edexcel 
Level 2 NVQ Diploma in Business and 
Administration (QCF)? 

Individual units can be found in the Units section. The QCF level and credit 
value are given on the first page of each unit. 

To achieve an Edexcel Level 2 NVQ Diploma in Business and Administration 
(QCF), you must complete a minimum of 37 credits, of which at least 24 
credits must be selected from units at level 2:  
9 credits must be completed from GROUP A: MANDATORY UNITS; 
a minimum of 17 credits from GROUP B: OPTIONAL UNITS 

a maximum of 11 credits from GROUP C: OPTIONAL UNITS. 
 

Level Unit 
Reference 
Number 

Unit Title Credits GLH 

Group A: Mandatory Units (9 credits) 

2 F/601/2467 Unit 1: Manage own Performance in a Business 
Environment 

2 9 

2 L/601/2469 Unit 2: Improve own Performance in a Business 
Environment 

2 6 

2 F/601/2470 Unit 3: Work in a Business Environment 2 18 

2 D/601/2475 Unit 4: Communicate in a Business Environment 3 18 

Group B: Optional Units (Minimum of 17 credits) 

B1: Work Responsibilities 

2 L/601/2472 Unit 5: Solve Business Problems  4 12 

2 Y/601/2474 Unit 6: Work with Other People in a Business 
Environment  

3 10 

B2: Project Management 

3 J/601/2549 Unit 7: Contribute to Running a Project  5 30 
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Level Unit 
Reference 
Number 

Unit Title Credits GLH 

B3: Document Production 

2 T/601/2482 Unit 8: Produce Documents in a Business 
Environment* 

4 15 

2 A/601/2483 Unit 9: Prepare Text from Notes* 3 15 

2 F/601/2484 Unit 10: Prepare Text from Notes using Touch 
Typing (40 wpm)* 

3 15 

2 J/601/2485 Unit 11: Prepare Text from Shorthand (60 wpm)* 8 55 

2 L/601/2486 Unit 12: Prepare Text from Recorded Audio 
Instruction (40 wpm)* 

4 35 

3 M/601/2531 Unit 13: Design and Produce Documents in a 
Business Environment* 

4 25 

3 T/601/2532 Unit 14: Prepare Text from Notes Using Touch 
Typing (60 wpm)* 

4 10 

3 A/601/2533 Unit 15: Prepare Text from Shorthand (80 wpm)* 8 45 

3 F/601/2534 Unit 16: Prepare Text from Recorded Audio 
Instruction (60 wpm)* 

4 25 

B4: Events and Meetings 

2 L/601/2505 Unit 17: Support the Organisation of an Event* 2 15 

2 D/601/2508 Unit 18: Support the Co-Ordination of an Event* 3 20 

2 Y/601/2510 
Unit 19: Support the Organisation of Business 
Travel or Accommodation 

3 18 

2 T/601/2515 Unit 20: Support the Organisation of Meetings* 4 18 

3 R/601/2540 Unit 21: Plan and Organise an Event 4 28 

3 Y/601/2541 Unit 22: Co-Ordinate an Event* 4 30 

3 D/601/2542 Unit 23: Plan and Organise Meetings* 5 25 

B5: Communications 

1 K/601/2446 Unit 24: Make and Receive Telephone Calls 3 10 

2 H/601/2476 Unit 25: Use Electronic Message Systems 1 6 

2 K/601/2477 Unit 26: Use Diary Systems 3 9 

2 M/601/2478 Unit 27: Take Minutes 4 15 

3 M/601/2528 Unit 28: Develop a Presentation 3 15 

3 T/601/2529 Unit 29: Deliver a Presentation 3 15 
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Level Unit 
Reference 
Number 

Unit Title Credits GLH 

B6: Customer Service 

2 T/601/2479 Unit 30: Handle Mail 3 17 

2 K/601/2480 Unit 31: Provide Reception Services* 3 15 

2 Y/601/2457 Unit 32: Meet and Welcome Visitors* 3 23 

3 A/601/2550 Unit 33: Deliver, Monitor And Evaluate Customer 
Service To Internal Customers 

3 12 

3 F/601/2551 Unit 34: Deliver, Monitor and Evaluate Customer 
Service to External Customers 

3 12 

B7: Manage Information and Data 

2 R/601/2487 Unit 35: Organise and Report Data 3 12 

2 Y/601/2488 Unit 36: Research Information 4 17 

2 R/601/2490 Unit 37: Store and Retrieve Information 3 17 

2 Y/601/2491 Unit 38: Archive Information 2 13 

2 J/601/2518 Unit 39: Support the Management and 
Development of an Information System 

7 40 

3 L/601/2536 Unit 40: Support the Design and Development of 
an Information System 

7 35 

3 R/601/2537 Unit 41: Monitor Information Systems 7 30 

3 Y/601/2538 Unit 42: Analyse and Report Data 6 30 

B8: Business Resources 

2 H/601/2493 Unit 43: Use Office Equipment 4 18 

2 M/601/2495 Unit 44: Maintain and Issue Stationery Stock 
Items 

3 14 

3 D/601/2539 Unit 45: Order Products and Services 5 35 

3 J/601/2552 Unit 46: Agree a Budget 4 25 
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Level Unit 
Reference 
Number 

Unit Title Credits GLH 

B9: Innovation and Change 

2 F/601/2517 Unit 47: Respond to Change in a Business 
Environment 

3 16 

3 A/601/2547 Unit 48: Contribute to Innovation in a Business 
Environment 

4 30 

B10: Specialised Business Support Services – Human Resources 

2 T/601/2790 Unit 49: Administer Human Resources Records 3 20 

2 A/601/2791 Unit 50: Administer the Recruitment and 
Selection Process  

4 30 

B11: Specialised Business Support Services – Parking 

2 J/601/2647 Unit 51: Administer Parking Dispensations 4 14 

Group C: Optional Units (Maximum Of 11 Credits) 

C1: Health, Safety and Security of People Premise and Property 

1 T/601/2465 Unit 52: Use Occupational and Safety Guidelines 
when Using Keyboards 

2 20 

C2: IT 

1 A/502/4395 Unit 53: Bespoke Software* 2 15 

1 F/502/4558 Unit 54: Data Management Software* 2 15 

1 H/502/4553 Unit 55: Database Software* 3 20 

1 T/502/4153 Unit 56: Improving Productivity Using IT*  3 20 

1 R/502/4256 Unit 57: IT Security For Users* 1 10 

1 K/502/4621 Unit 58: Presentation Software* 3 20 

1 Y/502/4209 Unit 59: Set up an IT System*  3 20 

1 A/502/4624 Unit 60: Spreadsheet Software*  3 20 

1 A/502/4378 Unit 61: Using Collaborative Technologies* 3 20 

1 L/502/4630 Unit 62: Website Software* 3 20 

1 L/502/4627 Unit 63: Word Processing Software* 3 20 

2 F/502/4396 Unit 64: Bespoke Software* 3 20 

2 J/502/4559 Unit 65: Data Management Software* 3 20 

2 M/502/4555 Unit 66: Database Software* 4 30 

2 J/502/4156 Unit 67: Improving Productivity Using IT*  4 30 

2 Y/502/4257 Unit 68: IT Security for Users* 2 15 
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Level Unit 
Reference 
Number 

Unit Title Credits GLH 

2 M/502/4622 Unit 69: Presentation Software*  4 30 

2 L/502/4210 Unit 70: Set up an IT System*  4 30 

2 F/502/4625 Unit 71: Spreadsheet Software*  4 30 

2 F/502/4379 Unit 72: Using Collaborative Technologies* 4 30 

2 R/502/4631 Unit 73: Website Software* 4 30 

2 R/502/4628 Unit 74: Word Processing Software*  4 30 

 
* These units have forbidden combinations in place, see pages 16-18  
for details. 
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Forbidden Combinations in the Edexcel Level 2 
NVQ Certificate and the Edexcel Level 2 NVQ 
Diploma in Business and Administration 

The following table sets out the forbidden combinations of units in these 
qualifications. 

 

Unit Must not be taken with: 

Unit 8: Produce Documents in a 
Business Environment (T/601/2482) 

Unit 13: Design and Produce Documents 
in a Business Environment 
(M/601/2531) 

Unit 9: Prepare Text from Notes 
(A/601/2483) 

Unit 10: Prepare Text from Notes using 
Touch Typing (40 wpm) (F/601/2484) 

Unit 14: Prepare Text from Notes using 
Touch Typing (60 wpm) (T/601/2532) 

Unit 10: Prepare Text from Notes using 
Touch Typing (40 wpm) (F/601/2484) 

Unit 9: Prepare Text from Notes 
(A/601/2483) 

Unit 14: Prepare Text from Notes using 
Touch Typing (60 wpm) (T/601/2532) 

Unit 11: Prepare Text from Shorthand 
(60 wpm) (J/601/2485) 

Unit 15: Prepare Text from Shorthand 
(80 wpm) (A/601/2533) 

Unit 12: Prepare Text from Recorded 
Audio Instruction (40 wpm) 
(L/601/2486) 

Unit 16: Prepare Text from Recorded 
Audio Instruction (60 wpm) 
(F/601/2534) 

Unit 13: Design and Produce Documents 
in a Business Environment 
(M/601/2531) 

Unit 8: Produce Documents in a 
Business Environment (T/601/2482) 

Unit 14: Prepare Text from Notes using 
Touch Typing (60 wpm) (T/601/2532) 

Unit 9: Prepare Text from Notes 
(A/601/2483) 

Unit 10: Prepare Text from Notes using 
Touch Typing (40 wpm) (F/601/2484) 

Unit 15: Prepare Text from Shorthand 
(80 wpm) (A/601/2533) 

Unit 11: Prepare Text from Shorthand 
(60 wpm) (J/601/2485) 

Unit 16: Prepare Text from Recorded 
Audio Instruction (60 wpm) 
(F/601/2534) 

Unit 12: Prepare Text from Recorded 
Audio Instruction (40 wpm) 
(L/601/2486) 

Unit 17: Support the Organisation of an 
Event (L/601/2505) 

Unit 21: Plan and Organise an Event 
(R/601/2540) 

Unit 18: Support the Co-ordination of an 
Event (D/601/2508) 

Unit 22: Co-ordinate an Event 
(Y/601/2541) 
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Unit Must not be taken with: 

Unit 20: Support the Organisation of 
Meetings (T/601/2515) 

Unit 23: Plan and Organise Meetings 
(D/601/2542) 

Unit 21: Plan and Organise an Event 
(R/601/2540) 

Unit 17: Support the Organisation of an 
Event (L/601/2505) 

Unit 22: Co-ordinate an Event 
(Y/601/2541) 

Unit 18: Support the Co-ordination of an 
Event (D/601/2508) 

Unit 23: Plan and Organise Meetings 
(D/601/2542) 

Unit 20: Support the Organisation of 
Meetings (T/601/2515) 

Unit 31: Provide Reception Services 
(K/601/2480) 

Unit 32: Meet and Welcome Visitors 
(Y/601/2457) 

Unit 32: Meet and Welcome Visitors 
(Y/601/2457) 

Unit 31: Provide Reception Services 
(K/601/2480) 

Unit 53: Bespoke Software (Level 1) 
(A/502/4395) 

Unit 64: Bespoke Software (Level 2) 
(F/502/4396) 

Unit 54: Data Management Software 
(Level 1) (F/502/4558) 

Unit 65: Data Management Software 
(Level 2) (J/502/4559) 

Unit 55: Database Software (Level 1) 
(H/502/4553) 

Unit 66: Database Software (Level 2) 
(M/502/4555) 

Unit 56: Improving Productivity Using IT 
(Level 1) (T/502/4153) 

Unit 67: Improving Productivity Using IT 
(Level 2) (J/502/4156) 

Unit 57: IT Security for Users (Level 1) 
(R/502/4256) 

Unit 68: IT Security for Users (Level 2) 
(Y/502/4257) 

Unit 58: Presentation Software (Level 1) 
(K/502/4621) 

Unit 69: Presentation Software (Level 2) 
(M/502/4622) 

Unit 59: Set up an IT System (Level 1) 
(Y/502/4209) 

Unit 70: Set up an IT System (Level 2) 
(L/502/4210) 

Unit 60: Spreadsheet Software (Level 1) 
(A/502/4624) 

Unit 71: Spreadsheet Software (Level 2) 
(F/502/4625) 

Unit 61: Using Collaborative 
Technologies (Level 1) (A/502/4378) 

Unit 72: Using Collaborative 
Technologies (Level 2) (F/502/4379) 

Unit 62: Website Software (Level 1) 
(L/502/4630) 

Unit 73: Website Software (Level 2) 
(R/502/4631) 

Unit 63: Word Processing Software 
(Level 1) (L/502/4627) 

Unit 74: Word Processing Software 
(Level 2) (R/502/4628) 

Unit 64: Bespoke Software (Level 2) 
(F/502/4396) 

Unit 53: Bespoke Software (Level 1) 
(A/502/4395) 
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Unit Must not be taken with: 

Unit 65: Data Management Software 
(Level 2) (J/502/4559) 

Unit 54: Data Management Software 
(Level 1) (F/502/4558) 

Unit 66: Database Software (Level 2) 
(M/502/4555) 

Unit 55: Database Software (Level 1) 
(H/502/4553) 

Unit 67: Improving Productivity Using IT 
(Level 2) (J/502/4156) 

Unit 56: Improving Productivity Using IT 
(Level 1) (T/502/4153) 

Unit 68: IT Security for Users (Level 2) 
(Y/502/4257) 

Unit 57: IT Security for Users (Level 1) 
(R/502/4256) 

Unit 69: Presentation Software (Level 2) 
(M/502/4622) 

Unit 58: Presentation Software (Level 1) 
(K/502/4621) 

Unit 70: Set up an IT System (Level 2) 
(L/502/4210) 

Unit 59: Set up an IT System (Level 1) 
(Y/502/4209) 

Unit 71: Spreadsheet Software (Level 2) 
(F/502/4625) 

Unit 60: Spreadsheet Software (Level 1) 
(A/502/4624) 

Unit 72: Using Collaborative 
Technologies (Level 2) (F/502/4379) 

Unit 61: Using Collaborative 
Technologies (Level 1) (A/502/4378) 

Unit 73: Website Software (Level 2) 
(R/502/4631) 

Unit 62: Website Software (Level 1) 
(L/502/4630) 

Unit 74: Word Processing Software 
(Level 2) (R/502/4628) 

Unit 63: Word Processing Software 
(Level 1) (L/502/4627) 
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How are the qualifications graded and assessed? 

The overall grade for each qualification is a ‘pass’. The learner must achieve 
all the required units within the specified qualification structure. 

To pass a unit the learner must: 

• achieve all the specified learning outcomes 

• satisfy all the assessment criteria by providing sufficient and valid 
evidence for each criterion 

• show that the evidence is their own. 

The qualifications are designed to be assessed: 

• in the workplace or 

• in conditions resembling the workplace, as specified in the assessment 
requirements/strategy for the sector, or 

• as part of a training programme. 

Assessment strategy  

The assessment strategy for the NVQs in Business and Administration has 
been included in Annexe D. It has been developed by the Council for 
Administration in partnership with employers, training providers, awarding 
organisations and the regulatory authorities. The assessment strategy 
includes details on: 

• external quality control 

• assessment of performance 

• simulation of NVQ units 

• occupational expertise to assess performance, and moderate and verify 
assessments. 

Several units have been imported from the Information Technology 
qualifications (ITQs) developed by Eskills, the SSC for the IT sector. The 
Assessment Strategy for the ITQ units has also been included in Annexe D. 

Evidence of competence may come from: 

• current practice where evidence is generated from a current job role 

• a programme of development where evidence comes from 
assessment opportunities built into a learning/training programme 
whether at or away from the workplace 

• the Recognition of Prior Learning (RPL) where a learner can 
demonstrate that they can meet the assessment criteria within a unit 
through knowledge, understanding or skills they already possess without 
undertaking a course of learning. They must submit sufficient, reliable 
and valid evidence for internal and standards verification purposes. RPL 
is acceptable for accrediting a unit, several units or a whole qualification 

• a combination of these. 
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It is important that the evidence is: 

 

Valid relevant to the standards for which competence is claimed 

Authentic produced by the learner 

Current sufficiently recent to create confidence that the same skill, 
understanding or knowledge persist at the time of the claim 

Reliable indicates that the learner can consistently perform at this 
level 

Sufficient fully meets the requirements of the standards. 

 

Types of evidence 

To successfully achieve a unit the learner must gather evidence which 
shows that they have met the required standard in the assessment criteria. 
Evidence can take a variety of different forms including the following 
examples: 

• direct observation of the learner’s performance by their assessor (O) 

• outcomes from oral or written questioning (Q&A) 

• products of the learner’s work (P) 

• personal statements and/or reflective accounts (RA) 

• outcomes from simulation, where permitted by the assessment  
strategy (S) 

• professional discussion (PD) 

• assignment, project/case studies (A) 

• authentic statements/witness testimony (WT) 

• expert witness testimony (EPW) 

• evidence of Recognition of Prior Learning (RPL). 

Learners can use one piece of evidence to prove their knowledge, skills and 
understanding across different assessment criteria and/or across different 
units. It is, therefore, not necessary for learners to have each assessment 
criterion assessed separately. Learners should be encouraged to reference 
the assessment criteria to which the evidence relates. 

Evidence must be made available to the assessor, internal verifier and 
Edexcel standards verifier. A range of recording documents is available on 
the Edexcel website www.edexcel.com. Alternatively, centres may develop 
their own. 

http://www.edexcel.com/
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What do you need to offer these qualifications? 

Centre recognition 

Centres that have not previously offered Edexcel qualifications need to 
apply for and be granted centre recognition as part of the process for 
approval to offer individual qualifications. New centres must complete both 
a centre recognition approval application and a qualification approval 
application. 

Existing centres will be given ‘automatic approval’ for a new qualification if 
they are already approved for a qualification that is being replaced by the 
new qualification and the conditions for automatic approval are met. 
Centres already holding Edexcel approval are able to gain qualification 
approval for a different level or different sector via Edexcel online. 

Approvals agreement 

All centres are required to enter into an approvals agreement which is a 
formal commitment by the head or principal of a centre to meet all the 
requirements of the specification and any linked codes or regulations. 
Edexcel will act to protect the integrity of the awarding of qualifications, if 
centres do not comply with the agreement. This could result in the 
suspension of certification or withdrawal of approval.  

Quality assurance 

Detailed information on Edexcel’s quality assurance processes is given in 
Annexe B.  

What resources are required to deliver these 
qualifications? 

Each qualification is designed to support learners working in the Business 
and Administration sector. Physical resources need to support the delivery 
of the qualifications and the assessment of the learning outcomes and must 
be of industry standard. Centres must meet any specific resource 
requirements outlined in Annexe D: Assessment strategy. Staff assessing 
the learner must meet the requirements within the overarching assessment 
strategy for the sector. 
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Unit format 

Each unit in this specification contains the following sections. 

 
Unit title: 

 

Unit code: 

 

Unit reference number:  

 

QCF level: 

 

Credit value: 

 
 

Guided learning hours: 

 
 
 
 

Unit summary: 

 

Assessment requirements/evidence requirements: 

 

Assessment methodology:  

 

Learning outcomes: 

 

Assessment criteria: 

 

Evidence type: 
 

Portfolio 
reference: 

 

Date: 

 

 

 

 

 

Learning outcomes state exactly 
what a learner should know, 
understand or be able to do as a 
result of completing a unit. 

The unit title is accredited on the QCF and this 
form of words will appear on the learner’s 
Notification of Performance (NOP). 

This is the unit owner’s reference number for the specified unit. 

This code is a unique reference number for the unit. 

All units and qualifications within the QCF have a level assigned to them, which 
represents the level of achievement. There are nine levels of achievement, from 
Entry level to level 8. The level of the unit has been informed by the QCF level 
descriptors and, where appropriate, the NOS and/or other sector/professional. 

All units have a credit value. The minimum credit value is one, and credits can 
only be awarded in whole numbers. Learners will be awarded credits when they 
achieve the unit. 

A notional measure of the substance of a qualification. It includes an estimate of the 
time that might be allocated to direct teaching or instruction, together with other 
structured learning time, such as directed assignments, assessments on the job or 
supported individual study and practice. It excludes learner-initiated private study. 

This provides a summary of the purpose of the unit. 

The assessment/evidence requirements are determined 
by the SSC. Learners must provide evidence for each 
of the requirements stated in this section. 

Learning outcomes state exactly 
what a learner should know, 
understand or be able to do as a 
result of completing a unit. 

The assessment criteria of a unit 
specify the standard a learner is 
expected to meet to demonstrate 
that a learning outcome, or a set of 
learning outcomes, has been 
achieved. 

Learners must reference the type of 
evidence they have and where it is 
available for quality assurance 
purposes. The learner can enter the 
relevant key and a reference. 
Alternatively, the learner and/or 
centre can devise their own 
referencing system. 

This provides a summary of the assessment methodology to be used for the unit. 

The learner 
should use this 
box to indicate 
where the 
evidence can 
be obtained eg 
portfolio page 
number. 

The learner 
should give the 
date when the 
evidence has 
been provided. 
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Units 
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Unit 1: Manage Own Performance in a 
Business Environment 

Unit code: Q201 

Unit reference number: F/601/2467 

QCF level: 2 

Credit value: 2 

Guided learning hours: 9 

 

Unit summary 

This unit is about managing and being accountable for your own work. 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 - 1.10 

2 2.1 - 2.7 

Evidence may be supplied via candidate 
reports/reflective accounts, professional discussion and 
questioning  

3 3.1 – 3.5 Evidence may be supplied via observation of workplace 
activities, witness testimony and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• appraisals 

• performance reviews 

• letters 

• emails 

• memos 

• messages 

• minutes of meetings 

• to do lists 

• work diaries 

• action plans 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

3.6 Evidence may be supplied via witness testimony, 
professional discussion and inspection of products, 
using evidence appropriate to the learner’s job role 
from the following sources: 

• appraisals 

• performance reviews 

• letters 

• emails 

• memos 

• messages 

• to do lists 

• work diaries 

• action plans 

3.7 Evidence may be supplied via witness testimony, 
professional discussion and inspection of products, 
using evidence appropriate to the learner’s job role 
from the following sources: 

• appraisals 

• performance reviews 

• letters 

• emails 

• memos 

• messages 

 

3.8 Evidence may be supplied via witness testimony, 
professional discussion and inspection of products, 
using evidence appropriate to the learner’s job role 
from the following sources: 

• appraisals 

• performance reviews 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

4.1 

4.3 

Evidence may be supplied via witness testimony, 
professional discussion and inspection of products, 
using evidence appropriate to the learner’s job role 
from the following sources: 

• appraisals 

• performance reviews. 

4.2 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion 
and inspection of products, using evidence appropriate 
to the learner’s job role from the following sources: 

• appraisals 

• performance reviews 

• letters 

• emails 

• memos 

• messages 

• minutes of meetings 

• to do lists 

• work diaries 

• action plans. 

4 

4.4 - 4.5 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion 
and inspection of products, using evidence appropriate 
to the learner’s job role from the following sources: 

• letters 

• emails 

• memos 

• messages 

• minutes of meetings. 

 
Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q202, Q203, Q204, Q205, Q227. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 2: Improve Own Performance in a 
Business Environment 

Unit code: Q202 

Unit reference number: L/601/2469 

QCF level: 2 

Credit value: 2 

Guided learning hours: 6 

 

Unit summary 

This unit is about identifying ways of improving performance at work by 
encouraging feedback from others and maintaining a learning plan to record 
new learning and career opportunities. 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.5 Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning 

2.1 Evidence may be supplied via observation of workplace 
activities, witness testimony learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role 

2 

2.2 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

2.3 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• tasks completed 

 

3.1 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos. 

3.2 

3.4 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• learning plan 

• appraisal 

• performance reviews. 

3 

3.3 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• learning plan. 

 
Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q203, Q205. 
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Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 3: Work in a Business Environment 
Unit code: Q203 

Unit reference number: F/601/2470 

QCF level: 2 

Credit value: 2 

Guided learning hours: 18 

 

Unit summary 

This unit is about being able to behave, and make contributions to work 
tasks and procedures, in a business environment, in ways that support 
diversity, security and confidentiality at work, reduce waste and improve 
efficiency.   

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.4 

2 2.1 – 2.4 

3 3.1 – 3.6 

4 4.1 – 4.2 

5 5.1 – 5.2 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

6 6.1 – 6.2 

6.4 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role.  
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

 6.3 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• minutes of meetings  

• memos 

• emails 

• appraisals 

• performance reviews. 

7 7.1 – 7.3 

8 8.1 – 8.4 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role. 

 
Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q205. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 4: Communicate in a Business 
Environment 

Unit code: Q206 

Unit reference number: D/601/2475 

QCF level: 2 

Credit value: 3 

Guided learning hours: 18 

 

Unit summary 

This unit is about being able to communicate clearly and accurately, in 
writing and verbally, with other people in a business environment. 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.4 

2 2.1 – 2.10 

3 3.1 – 3.4 

4 4.1 – 4.2 

5 5.1 – 5.3 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

6 6.1 Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• information selected. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

6.2 – 6.5 

6.7 – 6.8 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• information formatted. 

 

6.6 Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

7.1 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• presentation. 

7.2 

7.4 – 7.5 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• minutes of meetings. 

7 

7.3 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role.  

8.1 Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• feedback received. 

8 

8.2 

 

Evidence may be supplied via learner reports/reflective 
accounts. 
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Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 5: Solve Business Problems 
Unit code: Q204 

Unit reference number: L/601/2472 

QCF level: 2 

Credit value: 4 

Guided learning hours: 12 

 

Unit summary 

This unit is about recognising that there is a problem with the way work is 
being carried out in a business environment and working with other people 
to agree a solution. 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 - 1.2 

2 2.1 – 2.5 

3 3.1 – 3.2 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

4.1 – 4.2 

 

Evidence may be supplied via learner reports/reflective 
accounts. 

4 

4.3 

 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• minutes of meetings 

• memos 

• emails. 

5 5.1 – 5.3 

 

Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

 5.4 – 5.9 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• minutes of meetings 

• memos 

• emails. 

6 

 

6.1 – 6.3 Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts. 

 

Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203, Q205. 

 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 6: Work with Other People in a 
Business Environment 

Unit code: Q205 

Unit reference number: Y/601/2474 

QCF level: 2 

Credit value: 3 

Guided learning hours: 10 

 

Unit summary 

This unit is about working within a team, sharing responsibility with others 
to make sure that a team can achieve agreed goals and objectives. 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.8 

2 2.1 – 2.6 

3 3.1 – 3.2 

4 4.1 – 4.3 

5 5.1 – 5.2 

6 6.1 – 6.2 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning 

7 7.1 – 7.2 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role  
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

 7.3 – 7.4 

8.1 – 8.4 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• minutes of meetings 
• memos 
• letters 
• emails. 

8 

8.5 – 8.6 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role. 

9 

 

9.1 – 9.3 

10.1 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• minutes of meetings 
• memos  
• emails. 

10 

10.2 – 10.3 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• minutes of meetings 
• memos 
• emails 
• appraisals 
• performance reviews. 

 
Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 7: Contribute to Running a Project 
Unit code: Q327 

Unit reference number: J/601/2549 

QCF level: 3 

Credit value: 5 

Guided learning hours: 30 

 

Unit summary 

This unit is about contributing to achieving a project’s agreed aims and 
objectives as it impacts on stakeholders. 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.8 

2 2.1 - 2.7 

3 3.1 – 3.3 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

4 4.1 – 4.2 

4.4 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• minutes of meetings. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

4.3 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• specifications. 

4.5 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• critical path analysis 

• GANTT charts. 

 

4.6 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• risks identified 

• contingency plans. 

5 5.1 

5.5 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

5.2 

5.6 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• minutes of meetings. 

5.3 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• minutes of meetings 

• adapted plans. 

 

5.4 

5.7 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• minutes of meetings 

• reports. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

6.1 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• minutes of meetings. 

6 

6.2 – 6.3 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• minutes of meetings 

• reports. 

 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 8: Produce Documents in a Business 
Environment 

Unit code: Q212 

Unit reference number: T/601/2482 

QCF level: 2 

Credit value: 4 

Guided learning hours: 15 

 

Unit summary 

This unit is about preparing high quality and attractive documents to agreed 
layouts, formats and styles to meet agreed deadlines. 

Forbidden combination 

This unit must not be taken with Unit 13: Design and Produce Documents in 
a Business Environment (M/601/2531). 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.3 

2 2.1 – 2.3 

3 3.1 – 3.7 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

4 4.1 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

5.1 – 5.3 

5.8 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role.  

5 

5.4 – 5.7 

5.9 – 5.10 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• documents produced. 

 

Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203, Q205. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 9: Prepare Text from Notes 
Unit code: Q213 

Unit reference number: A/601/2483 

QCF level: 2 

Credit value: 3 

Guided learning hours: 15 

 

Unit summary 

This unit is about preparing different types of text from own notes and 
notes written by other people to meet agreed timescales. 

 

Forbidden Combination 

This unit must not be taken with units: 

Unit 10: Prepare Text from Notes using Touch Typing (40 wpm) 
(F/601/2484) 

Unit 14: Prepare Text from Notes using Touch Typing (60 wpm) 
(T/601/2532). 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.2 

2 2.1 – 2.6 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

3 3.1 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role from the following sources: 

• letters 

• emails 

• memos. 



 

N025005 – Specification – Edexcel Level 2 NVQ Award/Certificate/Diploma in  
Business and Administration (QCF) – Issue 1 – October 2010 © Edexcel Limited 2010 

80 

 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

4.1 – 4.2 

4.4 – 4.7 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role from the following sources: 

• documents produced. 

4 

4.3 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role from the following sources: 

• letters 

• emails 

• memos. 

 

Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203, Q205. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 10: Prepare Text from Notes Using 
Touch Typing (40 wpm) 

Unit code: Q214 

Unit reference number: F/601/2484 

QCF level: 2 

Credit value: 3 

Guided learning hours: 15 

 

Unit summary 

This unit is about preparing different types of text using touch typing at a 
minimum speed of 40 words per minute.    

 

Forbidden combination 

This unit must not be taken with units: 

Unit 9: Prepare Text from Notes (A/601/2483) 

Unit 14: Prepare Text from Notes using Touch Typing (60 wpm) 
(T/601/2532) 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.3 

2 2.1 – 2.6 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

3 3.1 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role from the following sources: 

• letters 

• emails 

• memos. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

4.1 – 4.2 

4.4 – 4.7 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role from the following sources: 

• documents produced. 

4 

4.3 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role from the following sources: 

• letters 

• emails 

• memos. 

  
Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203, Q205. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 11: Prepare Text from Shorthand  
(60 wpm) 

Unit code: Q215 

Unit reference number: J/601/2485 

QCF level: 2 

Credit value: 8 

Guided learning hours: 55 

 

Unit summary 

This unit is about preparing different types of text from shorthand notes, 
where the notes are taken at a minimum speed of 60 words per minute.  

Forbidden combination 

This unit must not be taken with Unit 15: Prepare Text from Shorthand  
(80 wpm) (A/601/2533). 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.2 

2 2.1 – 2.5 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

3 3.1 

 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

 3.2 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• shorthand notes. 

4.1 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion 
and learner reports/reflective accounts. 

4 

4.2 – 4.7 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• documents produced. 

 
Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203, Q205. 

 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 12: Prepare Text from Recorded 
Audio Instruction (40 wpm) 

Unit code: Q216 

Unit reference number: L/601/2486 

QCF level: 2 

Credit value: 4 

Guided learning hours: 35 

 

Unit summary 

This unit is about preparing different types of text from audio recordings, 
where the recording is made at a minimum speed of 40 words per minute.    

Forbidden combination 

This unit must not be taken with Unit 16: Prepare Text from Recorded Audio 
Instruction (60 wpm) (F/601/2534). 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.3 

2 2.1 – 2.5 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

3 3.1 

3.4 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

 3.2 – 3.3 

3.5 – 3.8 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• documents produced. 

 

Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203, Q205. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 13: Design and Produce Documents  
in a Business Environment 

Unit code: Q312 

Unit reference number: M/601/2531 

QCF level: 3 

Credit value: 4 

Guided learning hours: 25 

 

Unit summary 

This unit is about designing and preparing high quality and attractive 
documents to agreed layouts, formats and styles.  

Forbidden combination 

This unit must not be taken with Unit 8: Produce Documents in a Business 
Environment (T/601/2482). 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.3 

2 2.1 – 2.3 

3 3.1 – 3.7 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

4 4.1 

4.9 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

4.2 – 4.4 

 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role.  

 

4.5 – 4.8 

4.10 – 4.11 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• documents produced. 

 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 14: Prepare Text from Notes using 
Touch Typing (60 wpm) 

Unit code: Q313 

Unit reference number: T/601/2532 

QCF level: 3 

Credit value: 4 

Guided learning hours: 10 

 

Unit summary 

This unit is about preparing different types of text using touch typing at a 
minimum speed of 60 words per minute.    

Forbidden combinations 

This unit must not be taken with units: 

Unit 9: Prepare Text from Notes (A/601/2483) 

Unit 10: Prepare Text from Notes using Touch Typing (40 wpm) 
(F/601/2484). 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.3 

2 2.1 – 2.6 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

3 3.1 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

4.1 – 4.2 

4.4 – 4.7 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• documents produced. 

4 

4.3 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos. 

 

Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q301, Q302, Q303, Q305. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 15: Prepare Text from Shorthand  
(80 wpm) 

Unit code: Q314 

Unit reference number: A/601/2533 

QCF level: 3 

Credit value: 8 

Guided learning hours: 45 

 

Unit summary 

This unit is about preparing different types of text from shorthand notes at 
minimum speed of 80 words per minute.  

Forbidden combination 

This unit must not be taken with Unit 11: Prepare Text from Shorthand  
(60 wpm) (J/601/2485). 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.2 

2 2.1 – 2.5 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

3 3.1 

 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role from the following sources: 

• letters 

• emails 

• memos. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

 3.2 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• shorthand notes. 

4.1 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion 
and learner reports/reflective accounts. 

4 

4.2 – 4.7 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• documents produced. 

 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 16: Prepare Text from Recorded 
Audio Instruction (60 wpm) 

Unit code: Q315 

Unit reference number: F/601/2534 

QCF level: 3 

Credit value: 4 

Guided learning hours: 25 

 

Unit summary 

This unit is about preparing different types of text from audio recording at a 
minimum speed of 60 words per minute.    

Forbidden combination 

This unit must not be taken with Unit 12: Prepare Text from Recorded Audio 
Instruction (40 wpm) (L/601/2486). 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.3 

2 2.1 – 2.5 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

3 3.1 

3.4 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

 3.2 – 3.3 

3.5 – 3.8 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• documents produced. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 17: Support the Organisation of  
an Event 

Unit code: Q223 

Unit reference number: L/601/2505 

QCF level: 2 

Credit value: 2 

Guided learning hours: 15 

 

Unit summary 

This unit is about supporting the organisation of an event. 

Forbidden combination 

This unit must not be taken with Unit 21: Plan and Organise an Event 
(R/601/2540). 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.10 Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

2 2.1 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role from the following sources: 

• letters 

• emails 

• memos. 

 
Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203, Q205. 
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Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 18: Support the Co-ordination of  
an Event 

Unit code: Q224 

Unit reference number: D/601/2508 

QCF level: 2 

Credit value: 3 

Guided learning hours: 20 

 

Unit summary 

This unit is about supporting the co-ordination and delivery of an event. 

Forbidden combination 

This unit must not be taken with Unit 22: Co-ordinate an Event 
(Y/601/2541). 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.5 Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

2 2.1 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role from the following sources: 

• letters 

• emails 

• memos 

• evaluation reports. 

 

Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203, Q205. 



 

N025005 – Specification – Edexcel Level 2 NVQ Award/Certificate/Diploma in  
Business and Administration (QCF) – Issue 1 – October 2010 © Edexcel Limited 2010 

120

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 19: Support the Organisation of 
Business Travel or 
Accommodation 

Unit code: Q225 

Unit reference number: Y/601/2510 

QCF level: 2 

Credit value: 3 

Guided learning hours: 18 

 

Unit summary 

This unit is about supporting the delivery of business travel or 
accommodation arrangements following instruction from the organiser or 
traveller(s). 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.9 

2 2.1 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

3 3.1 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• briefs  

• budgets. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

3.2 – 3.5 

3.7 – 3.9 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos. 

 

3.6 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• records. 

 
Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203, Q205. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 20: Support the Organisation of 
Meetings 

Unit code: Q226 

Unit reference number: T/601/2515 

QCF level: 2 

Credit value: 4 

Guided learning hours: 18 

 

Unit summary 

This unit is about supporting the planning and organisation of meetings. 

Forbidden combination 

This unit must not be taken with Unit 23: Plan and Organise Meetings 
(D/601/2542). 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.9 Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

2 2.1 

2.3 – 2.6 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• event documentation. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

2.2 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• budgets. 

2.7 

2.9 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role.  

 

2.8 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• records. 

3.1 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role.  

3 

3.2 – 3.4 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos. 

 
Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203, Q205. 
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Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 21: Plan and Organise an Event 
Unit code: Q320 

Unit reference number: R/601/2540 

QCF level: 3 

Credit value: 4 

Guided learning hours: 28 

 

Unit summary 

This unit is about planning and organising an event. 

Forbidden combination 

This unit must not be taken with Unit 17: Support the Organisation of an 
Event (D/601/2508). 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.6 

2 2.1 

3 3.1 – 3.3 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

4 4.1 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• briefs 

• budgets. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

4.2 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• plans. 

 

4.3 – 4.16 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• event packs 

• training schedules. 

 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 22: Co-ordinate an Event 
Unit code: Q321 

Unit reference number: Y/601/2541 

QCF level: 3 

Credit value: 4 

Guided learning hours: 30 

 

Unit summary 

This unit is about co-ordinating the delivery of an event. 

Forbidden combination 

This unit must not be taken with Unit 18: Support the Co-ordination of an 
Event (D/601/2508). 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.2 

2 2.1 – 2.2 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

3.1 – 3.7 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role. 

3 

3.8 – 3.10 

3.12 – 3.13 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role from the following sources: 

• letters 

• emails 

• memos 

• event records. 



 

N025005 – Specification – Edexcel Level 2 NVQ Award/Certificate/Diploma in  
Business and Administration (QCF) – Issue 1 – October 2010 © Edexcel Limited 2010 

142

 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

 3.11 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role from the following sources: 

• letters 

• emails 

• memos 

• budget 

reconciliations. 

 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 23: Plan and Organise Meetings 
Unit code: Q322 

Unit reference number: D/601/2542 

QCF level: 3 

Credit value: 5 

Guided learning hours: 25 

 

Unit summary 

This unit is about planning and organising meetings to meet the agreed 
purpose of the meeting. 

Forbidden combination 

This unit must not be taken with unit 20: Support the Organisation of 
Meetings (T/601/2515). 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.17 Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

2 2.1 

2.4 – 2.6 

2.8 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

2.2 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• budget. 

2.3 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• agenda 

• meeting papers. 

 

2.7 

 

3.1 

 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role.  

3 

3.2 – 3.4 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• meeting papers. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

4.1 – 4.2 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• records. 

4.3 – 4.4 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos. 

4 

4.5 – 4.7 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• evaluations. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 24: Make and Receive Telephone 
Calls 

Unit code: Q107 

Unit reference number: K/601/2446 

QCF level: 1 

Credit value: 3 

Guided learning hours: 10 

 

Unit summary 

This unit is about making and receiving telephone calls, and transferring 
calls when necessary, in a business environment. 

 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.10 

2 2.1 – 2.9 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

3 3.1 – 3.6 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• telephone logs. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

 3.7 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
case studies, learner reports/reflective accounts and 
inspection of products, using evidence appropriate to 
the learner’s job role from the following sources: 

• memos 

• emails 

• telephone logs. 

4.1 – 4.7 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• telephone logs 

• messages. 

4 

4.8 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
case studies, learner reports/reflective accounts and 
inspection of products, using evidence appropriate to 
the learner’s job role from the following sources: 

• memos 

• emails 

• telephone logs. 

 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 25: Use Electronic Message Systems 
Unit code: Q207 

Unit reference number: H/601/2476 

QCF level: 2 

Credit value: 1 

Guided learning hours: 6 

 

Unit summary 

This unit is about organising and updating messages using an electronic 
message system. 

 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.5 Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

2.1 – 2.4 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role.  

2 

2.5 – 2.6 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role from the following sources: 

• messages. 

 
Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203, Q205. 
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Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 26: Use Diary Systems 
Unit code: Q208 

Unit reference number: K/601/2477 

QCF level: 2 

Credit value: 3 

Guided learning hours: 9 

 

Unit summary 

This unit is about using a diary system to organise and record work 
activities so that planned work can take place. 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.3 

2 2.1 – 2.8 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

3 3.1 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts, professional 
discussion and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• letters 

• emails 

• memos. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

3.2 

3.4 - 3.7 

Evidence may be supplied via observation of workplace 
activities, witness testimony and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• diary 

• letters 

• emails 

• memos. 

 

3.3 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• diary. 

 

Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q203, Q204, Q205. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 27: Take Minutes 
Unit code: Q209 

Unit reference number: M/601/2478 

QCF level: 2 

Credit value: 4 

Guided learning hours: 15 

 

Unit summary 

This unit is about taking minutes at different kinds of meetings, where an 
accurate record is needed of decisions made and actions agreed. 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.4 

2 2.1 – 2.2 

3 3.1 – 3.9 

4.1 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

4 

4.2 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

 4.3 Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using 
evidence appropriate to the learner’s job role from 
the following sources: 

• agenda. 

5.1 – 5.3 Evidence may be supplied via observation of 
workplace activities, witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using 
evidence appropriate to the learner’s job role from 
the following sources: 

• notes of meeting 

• minutes of meeting. 

5.4 – 5.7 Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using 
evidence appropriate to the learner’s job role from 
the following sources: 

• minutes of meetings. 

5.8 

5.10 

Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using 
evidence appropriate to the learner’s job role from 
the following sources: 

• letters 

• emails 

• memos  

• minutes. 

5 

5.9 Evidence may be supplied via witness testimony 
and learner reports/reflective accounts. 

 

Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q203, Q204, Q205. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 28: Develop a Presentation 
Unit code: Q310 

Unit reference number: M/601/2528 

QCF level: 3 

Credit value: 3 

Guided learning hours: 15 

 

Unit summary 

This unit is about developing a presentation. 

 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.5 Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

2.1 Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• letters 

• emails 

• memos. 

2.2 Evidence may be supplied via learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• plans. 

2 

2.3 – 2.4 

2.8 – 2.9 

Evidence may be supplied via learner reports/reflective 
accounts. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

2.5 

2.7 

Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• feedback received. 

 

2.6 Evidence may be supplied via learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• handouts. 

 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 29: Deliver a Presentation 
Unit code: Q311 

Unit reference number: T/601/2529 

QCF level: 3 

Credit value: 3 

Guided learning hours: 15 

 

Unit summary 

This unit covers the skills, knowledge and understanding learners need to 
prepare for, deliver and evaluate a presentation for an audience. 

 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.8 

2 2.1 – 2.5 

3.1 – 3.3 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

3 

3.4 Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• letters 

• emails 

• memos. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

4.1 Evidence may be supplied via learner reports/reflective 
accounts. 

4.2 Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• presentation materials. 

4 

4.3 – 4.11 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• presentation notes 

• handouts 

• slides. 

5.1 Evidence may be supplied via learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• feedback 

• evaluation sheets. 

5 

5.2 – 5.3 Evidence may be supplied via learner reports/reflective 
accounts. 

 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 30: Handle Mail 
Unit code: Q210 

Unit reference number: T/601/2479 

QCF level: 2 

Credit value: 3 

Guided learning hours: 17 

 

Unit summary 

This unit is about handling internal and external mail and packages within 
the service requirements of an organisation. 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.2 

2 2.1 – 2.6 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

3.1 – 3.3 

3.5 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role from the following sources: 

• mail records 

• log book – special deliveries. 

3 

3.4 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role.  
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

4 4.1 – 4.7 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role from the following sources: 

• mail records 

• log book – special deliveries. 

5.1 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role.  

5 

5.2 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role from the following sources: 

• mail records 

• log book – special deliveries. 

 

Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203, Q205. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 31: Provide Reception Services 
Unit code: Q211 

Unit reference number: K/601/2480 

QCF level: 2 

Credit value: 3 

Guided learning hours: 15 

 

Unit summary 

This unit is about providing a reception service in a business environment, 
acting as the first point of contact between a business, its clients and the 
public.  

Forbidden combination 

This unit must not be taken with Unit 32: Meet and Welcome Visitors 
(Y/601/2457). 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.3 

2 2.1 – 2.9 

3 3.1 – 3.2 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

4 4.1 – 4.5 

4.7 

4.9 – 4.10 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s  
job role.  
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

 4.6 

4.8 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role from the following sources: 

• letters 
• emails 
• memos. 

 

Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203, Q205, Q256. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 32: Meet and Welcome Visitors 
Unit code: Q256 

Unit reference number: Y/601/2457 

QCF level: 2 

Credit value: 3 

Guided learning hours: 23 

 

Unit summary 

This unit covers the procedures to follow and hospitality to offer when 
meeting and welcoming visitors to business premises. 

Forbidden combination 

This unit must not be taken with Unit 31: Provide Reception Services 
(K/601/2480). 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.8 Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

2.1 – 2.2 

2.4 – 2.8 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role. 

2 

2.3 

2.9 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role from the following sources: 

• visitors’ book. 

 

Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203, Q205, Q211. 
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Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 33: Deliver, Monitor and Evaluate 
Customer Service to Internal 
Customers 

Unit code: Q328 

Unit reference number: A/601/2550 

QCF level: 3 

Credit value: 3 

Guided learning hours: 12 

 

Unit summary 

This unit is about providing and continuously improving services to internal 
customers. 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 

2 2.1 

3 3.1 – 3.4 

4 4.1 – 4.3 

5 5.1 – 5.3 

6 6.1 – 6.3 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

7 7.1 Evidence may be supplied via observation of workplace 
activities, witness testimony and learner 
reports/reflective accounts. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

 7.2 – 7.4 

8 8.1 – 8.3 

Evidence may be supplied via observation of workplace 
activities witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos. 

9 9.1 Evidence may be supplied via witness testimony, 
professional discussion, case studies and learner 
reports/reflective accounts. 

10 10.1 – 10.3 Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• letters 

• emails 

• memos 

• feedback received. 

 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 34: Deliver, Monitor and Evaluate 
Customer Service to External 
Customers 

Unit code: Q329 

Unit reference number: F/601/2551 

QCF level: 3 

Credit value: 3 

Guided learning hours: 12 

 

Unit summary 

This unit is about providing and continuously improving customer services 
to external customers. 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 

2 2.1 

3 3.1 – 3.4 

4 4.1 – 4.3 

5 5.1 – 5.4 

6 6.1 – 6.3 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

7 7.1 Evidence may be supplied via observation of workplace 
activities, witness testimony and learner 
reports/reflective accounts. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

 7.2 – 7.4 

 

8 8.1 – 8.3 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos. 

9 9.1 Evidence may be supplied via witness testimony, 
professional discussion, case studies and learner 
reports/reflective accounts. 

10 10.1 – 10.3 Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• letters 

• emails 

• memos 

• feedback received. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 35: Organise and Report Data 
Unit code: Q217 

Unit reference number: R/601/2487 

QCF level: 2 

Credit value: 3 

Guided learning hours: 12 

 

Unit summary 

This unit is about organising and reporting data to the agreed format and 
timescales. 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.3 Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

2.1 – 2.2 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role.  

2 

2.3 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• feedback obtained. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

3 3.1 – 3.2 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• examples of data. 

 

Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203, Q205. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 36: Research Information 
Unit code: Q218 

Unit reference number: Y/601/2488 

QCF level: 2 

Credit value: 4 

Guided learning hours: 17 

 

Unit summary 

This unit is about organising suitable data that has been researched using 
different sources of information.  

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.3 Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

2.1 

2.4 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• notes of informal meetings. 

2 

2.2 – 2.3 

2.7 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role.  
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

 2.5 – 2.6 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• records. 

 

Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203, Q205, Q217. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 37: Store and Retrieve Information 
Unit code: Q219 

Unit reference number: R/601/2490 

QCF level: 2 

Credit value: 3 

Guided learning hours: 17 

 

Unit summary 

This unit is about storing and retrieving information securely and within 
confidentiality requirements of the organisation. 

Assessment guidance 

 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.9 Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

2.1 

2.6 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• information. 

2 

2.2 – 2.5 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role.  
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

3.1 

3.3 – 3.6 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• information. 

3 

3.2 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role.  

 

Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203, Q205, Q220. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 38: Archive Information 
Unit code: Q220 

Unit reference number: Y/601/2491 

QCF level: 2 

Credit value: 2 

Guided learning hours: 13 

 

Unit summary 

This unit is about deciding and agreeing the information to be archived and 
deleted within a business environment, including working with external 
archive systems if this function is outsourced from an organisation. 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.10 Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

2 2.1 – 2.2 

2.4 

2.6 – 2.9 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• information. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

2.3 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role.  

 

2.5 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• records. 

 

Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203, Q205, Q219. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 39: Support the Management and 
Development of an Information 
System 

Unit code: Q228 

Unit reference number: J/601/2518 

QCF level: 2 

Credit value: 7 

Guided learning hours: 40 

 

Unit summary 

This unit is about supporting the management and evaluation of an 
information system to meet identified needs in a business environment.  

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.7 

2 2.1 – 2.3 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

3 3.1 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• training records 

• diary. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

3.2 

3.6 – 3.7 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• diary. 

 

3.3 – 3.5 Evidence may be supplied via observation of workplace 
activities, witness testimony, and learner 
reports/reflective accounts.  

4 4.1 – 4.3 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• feedback 

• minutes of meetings. 

 

Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203, Q205. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 40: Support the Design and 
Development of an Information 
System 

Unit code: Q316 

Unit reference number: L/601/2536 

QCF level: 3 

Credit value: 7 

Guided learning hours: 35 

 

Unit summary 

This unit is about contributing to the design and development of an 
information system that will meet identified needs in a business 
environment.  

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.2 

2 2.1 – 2.4 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

3 3.1 

3.3 – 3.5 

Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• letters 

• emails 

• memos 

• reports 

• notes of meetings. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

 3.2 Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• specification. 

  
Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q301, Q302, Q303, Q304, Q305, Q317. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 41: Monitor Information Systems 
Unit code: Q317 

Unit reference number: R/601/2537 

QCF level: 3 

Credit value: 7 

Guided learning hours: 30 

 

Unit summary 

This unit is about monitoring and evaluating an information system to meet 
identified needs in a business environment. 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.8 

2 2.1 – 2.3 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

3.1 – 3.2 

3.4 – 3.8 

Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• letters 

• emails 

• memos. 

3 

3.3 Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• training records. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

 3.9 – 3.10 Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• letters 

• emails 

• memos 

• feedback 

• notes of meetings. 

  
Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q301, Q302, Q303, Q304, Q305. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 42: Analyse and Report Data 
Unit code: Q318 

Unit reference number: Y/601/2538 

QCF level: 3 

Credit value: 6 

Guided learning hours: 30 

 

Unit summary 

This unit is about analysing and reporting data that meets the aims and 
objectives of the research. 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.6 

2 2.1 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

3.1 – 3.5 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role.  

3 

3.6 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• feedback obtained. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

4 4.1 – 4.2 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• data reported. 

 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 43: Use Office Equipment 
Unit code: Q221 

Unit reference number: H/601/2493 

QCF level: 2 

Credit value: 4 

Guided learning hours: 18 

 

Unit summary 

This unit is about using a variety of different office equipment following 
manufacturer’s and organisational guidelines. 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.3 

2 2.1 – 2.5 

3 3.1 – 3.3 

4 4.1 – 4.3 

5 5.1 

6 6.1 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

7 7.1 – 7.9 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s job 
role from the following sources: 

• letters 

• emails 

• memos. 

 

Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203, Q205. 
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Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 44: Maintain and Issue Stationery 
Stock Items 

Unit code: Q222 

Unit reference number: M/601/2495 

QCF level: 2 

Credit value: 3 

Guided learning hours: 14 

 

Unit summary 

This unit is about the procedures involved in keeping a stock of business 
items that will be used in a business environment in order to complete the 
day to day work of the organisation. 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.8 

2 2.1 – 2.2 

3 3.1 – 3.2 

4 4.1 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

5 5.1 Evidence may be supplied via witness testimony and 
learner reports/reflective accounts.  

 5.2 – 5.3 

5.7 

Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• stock records. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

5.4 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• purchase orders. 

5.5 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos. 

 

5.6 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• letters 

• emails 

• memos 

• delivery notes. 

6 6.1 – 6.2 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• stock records 

• emails 

• memos. 

7 7.1 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion 
and learner reports/reflective accounts. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

8 8.1 Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• emails 

• memos 

• appraisals. 

 

Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203, Q205. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 45: Order Products and Services 
Unit code: Q319 

Unit reference number: D/601/2539 

QCF level: 3 

Credit value: 5 

Guided learning hours: 35 

 

Unit summary 

This unit is about the ordering and supply of products and services for an 
organisation, ensuring that the products and services supplied meet the 
needs of the organisation and represent the best value for money.  

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.8 

2 2.1 – 2.3 

3 3.1 – 3.3 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

4.1 

4.3 – 4.4 

Evidence may be supplied via learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• information used. 

4 

4.2 Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• budgets. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

4.5 Evidence may be supplied via learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• orders 

• delivery notes. 

4.6 Evidence may be supplied via learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• letters 

• emails 

• memos. 

 

4.7 Evidence may be supplied via learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• contract. 

5.1 Evidence may be supplied via learner reports/reflective 
accounts and professional discussion. 

5.2 Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• records of monitoring. 

5 

5.3 Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• letters 

• emails 

• memos. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

6.1 Evidence may be supplied via learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• records of monitoring. 

6.2 Evidence may be supplied via learner reports/reflective 
accounts and professional discussion. 

6 

6.3 Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• letters 

• emails 

• memos 

• appraisals 

• performance review. 

 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 46: Agree a Budget 
Unit code: Q330 

Unit reference number: J/601/2552 

QCF level: 3 

Credit value: 4 

Guided learning hours: 25 

 

Unit summary 

This unit is about developing and agreeing a budget for a department or 
section within a business. 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.6 Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

2.1 – 2.2 Evidence may be supplied via learner reports/reflective 
accounts. 

2.3 Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and inspection of 
products, using evidence appropriate to the learner’s job 
role from the following sources: 

• draft budget. 

2 

2.4 Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• budget. 
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Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 47: Respond to Change in a Business 
Environment 

Unit code: Q227 

Unit reference number: F/601/2517 

QCF level: 2 

Credit value: 3 

Guided learning hours: 16 

 

Unit summary 

This unit is about recognising the effects of changes in workplace activities 
and the people who carry them out. 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.3 

2 2.1 – 2.8 

3 3.1 – 3.3 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

4.1 

4.4 

Evidence may be supplied via learner reports/reflective 
accounts. 

4 

4.2 Evidence may be supplied via learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• letters 

• emails 

• memos. 
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Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

4.3 Evidence may be supplied via learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• tasks completed. 

 

4.5. – 4.7 Evidence may be supplied via witness testimony and 
learner reports/reflective accounts.  

5.1 Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion, 
learner reports/reflective accounts and inspection of 
products, using evidence appropriate to the learner’s 
job role from the following sources: 

• feedback given by learner. 

5 

5.2 Evidence may be supplied via learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• letters 

• emails 

• memos. 

 

Evidence generated for this unit of assessment may contribute towards 
other units including: Units Q201, Q202, Q203, Q205. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 48: Contribute to Innovation in a 
Business Environment 

Unit code: Q326 

Unit reference number: A/601/2547 

QCF level: 3 

Credit value: 4 

Guided learning hours: 30 

 

Unit summary 

This unit is about making contributions to improving ways of working, 
products or services, by questioning, researching and actively developing 
ideas for new ways of working, products or services which can then be put 
forward as suggestions to decision-makers. 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.2 

2 2.1 – 2.9 

3 3.1 – 3.2 

Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

4 4.1 – 4.4 

5 5.1 – 5.2 

6 6.1 – 6.5 

Evidence may be supplied via witness testimony, 
professional discussion, learner reports/reflective 
accounts and inspection of products, using evidence 
appropriate to the learner’s job role from the following 
sources: 

• letters 

• emails 

• memos 

• minutes of meetings 

• information collected 

• feedback given 

• reports 

• presentations. 
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Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 49: Administer Human Resources 
Records 

Unit code: 2010_BA_2_29  

Unit reference number: T/601/2790 

QCF level: 2 

Credit value: 3 

Guided learning hours: 20 

 

Unit summary 

This unit covers the knowledge and understanding learners need to 
administer Human Resource records. It also covers the practical application 
of this knowledge and understanding. 

Assessment guidance 

Further guidance has not been provided for this unit.  

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 50: Administer the Recruitment and 
Selection Process 

Unit code: 2010_BA_2_30  

Unit reference number: A/601/2791 

QCF level: 2 

Credit value: 4 

Guided learning hours: 30 

 

Unit summary 

This unit covers the knowledge and understanding learners need to 
administer the recruitment and selection process. It also covers the 
practical application of this knowledge and understanding. 

Assessment guidance 

No further guidance has been provided for this unit.  

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 51: Administer Parking Dispensations 
Unit code: 2010_BA_2_57  

Unit reference number: J/601/2647 

QCF level: 2 

Credit value: 4 

Guided learning hours: 14 

 

Unit summary 

This unit covers the knowledge and understanding learners need to 
administer dispensations. It also covers the practical application of this 
knowledge and understanding. 

Assessment guidance 

No further guidance has been provided for this unit.  

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 52: Use Occupational and Safety 
Guidelines when using Keyboards 

Unit code: Q113 

Unit reference number: T/601/2465 

QCF level: 1 

Credit value: 2 

Guided learning hours: 20 

 

Unit summary 

This unit is about following occupational health and safety guidelines when 
using keyboards and workstation care and maintenance. 

Assessment guidance 

The following is a guide, the evidence suggested is neither mandatory nor 
exclusive. 
 

Learning 
outcomes 

Assessment 
criteria 

Assessment guidance 

1 1.1 – 1.4 
Evidence may be supplied via learner reports/reflective 
accounts, professional discussion and questioning. 

2 2.1 – 2.4 
Evidence may be supplied via observation of workplace 
activities, witness testimony, professional discussion and 
learner reports/reflective accounts. 

 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 53: Bespoke Software (Level 1) 
Unit code: BS1 

Unit reference number: A/502/4395 

QCF level: 1 

Credit value: 2 

Guided learning hours: 15 

 

Unit summary 

This is the ability to select and use a suitable bespoke software application 
to carry out an appropriate data processing task. It includes understanding 
the capabilities of the software and the types of tasks for which it is 
suitable, as well as the skills and techniques needed to use the software 
application appropriately and effectively. 

This unit is about the skills and knowledge needed by an IT user to use 
basic bespoke software tools and techniques appropriately for 
straightforward or routine information. Any aspect that is unfamiliar will 
require support and advice from others. 

Bespoke software tools and techniques will be defined as ‘basic’ because: 

• the software tools and functions involved will be pre-defined or 
commonly used; 

• the range of inputting, manipulation and outputting techniques are 
straightforward or routine; and 

• the data type and structure will be predetermined or familiar. 

Forbidden combination 

This unit must not be taken with Unit 64: Bespoke Software (Level 2) 
(F/502/4396). 
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Assessment guidance 

The following methods are recommended for the assessment of IT user 
skills, knowledge and understanding of all IT Users (ITQ) units: 

• e-assessment 

• knowledge tests 

• scenario-based assessment 

• portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• witness testimony 

• professional discussion 

• other methods which have been approved by eskills UK and the 
awarding body. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 54: Data Management Software 
(Level 1) 

Unit code: DMS1 

Unit reference number: F/502/4558 

QCF level: 1 

Credit value: 2 

Guided learning hours: 15 

 

Unit summary 

This is the ability to use a software application designed to store and 
retrieve data needed for a variety of business functions. It also includes an 
understanding of the features and facilities of the software and the purpose 
for which the data is stored. Data management software is often 
implemented on relational database systems by providing predefined file 
and record structures, processes, reports and data-entry screens. This is 
about the use of these predefined objects. 

This unit is about the skills and knowledge required by an IT user to use 
basic data management software tools and techniques to: 

• enter straightforward or routine information using pre-set data-entry 
screens; 

• retrieve information by running predefined methods; and 

• produce reports using predefined menus or short cuts. 

The tools and techniques will be described as ‘basic’ because: 

• the tools and functions will be predefined or commonly used; and 

• the techniques for inputting, manipulation and outputting data will be 
straightforward or routine. 

The structure and functionality of the data management system will be 
predefined. Any aspects that are unfamiliar will require support and advice 
from others. 

Forbidden combination 

This unit must not be taken with Unit 65: Data Management Software 
(Level 2) (J/502/4559). 
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Assessment guidance 

The following methods are recommended for the assessment of IT user 
skills, knowledge and understanding of all IT Users (ITQ) units: 

• e-assessment 

• knowledge tests 

• scenario-based assessment 

• portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• witness testimony 

• professional discussion 

• other methods which have been approved by eskills UK and the 
awarding body. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 55: Database Software (Level 1) 
Unit code: DS1 

Unit reference number: H/502/4553 

QCF level: 1 

Credit value: 3 

Guided learning hours: 20 

 

Unit summary 

This is the ability to use a software application designed to organise and 
store structured information and generate reports.  

This unit is about the skills and knowledge required by an IT user to use 
database software tools and techniques to: 

• enter straightforward or routine information into a database; 

• set up a single table in a flat file database; 

• retrieve information by running routine queries; and 

• produce reports using predefined menus or short cuts. 

The structure and functionality of the database will be predefined. Any 
aspects that are unfamiliar will require support and advice from others. 

Database tools and techniques will be described as ‘basic’ because: 

• the tools and functions will be predefined or commonly used; and 

• the techniques for inputting, manipulation and outputting will be 
straightforward or routine. 

Forbidden combination 

This unit must not be taken with Unit 66: Database Software (Level 2) 
(M/502/4555). 
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Assessment guidance 

The following methods are recommended for the assessment of IT user 
skills, knowledge and understanding of all IT Users (ITQ) units: 

• e-assessment 

• knowledge tests 

• scenario-based assessment 

• portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• witness testimony 

• professional discussion 

• other methods which have been approved by eskills UK and the 
awarding body. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 56: Improving Productivity Using IT 
(Level 1) 

Unit code: IPU1 

Unit reference number: T/502/4153 

QCF level: 1 

Credit value: 3 

Guided learning hours: 20 

 

Unit summary 

The use of IT tools and systems can improve the productivity and efficiency 
of work activities in a variety of contexts.  

This unit is about the skills and knowledge needed by the IT user to plan 
and review their use of predefined or commonly used IT tools for 
straightforward or routine activities. As a result of reviewing their work, 
they will be able to identify and use automated methods or alternative ways 
of working to improve productivity. 

An activity will typically be ‘straightforward or routine’ because: 

• the task or context will be familiar and involve few factors (for example, 
time available, audience needs, message, structure); and 

• the techniques used will be familiar or commonly undertaken. 

Forbidden combination 

This unit must not be taken with Unit 67: Improving Productivity using IT 
(Level 2) (J/502/4156). 

Assessment guidance 

The following methods are recommended for the assessment of IT user 
skills, knowledge and understanding of all IT Users (ITQ) units: 

• e-assessment 

• knowledge tests 

• scenario-based assessment 

• portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• witness testimony 

• professional discussion 

• other methods which have been approved by eskills UK and the 
awarding body. 
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Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 57: IT Security for Users (Level 1) 
Unit code: ITS1 

Unit reference number: R/502/4256 

QCF level: 1 

Credit value: 1 

Guided learning hours: 10 

 

Unit summary 

This is the ability to protect hardware, software and the data within an IT 
system against theft, malfunction and unauthorised access. 

This unit is about the skills and knowledge needed by the IT User to identify 
day-to-day security risks and the laws and guidelines that affect the use of 
IT; and use simple methods to protect software and personal data (eg risks 
from people getting access to it who are not authorised, from viruses or 
from hardware not working properly). 

Forbidden combination 

This unit must not be taken with Unit 68: IT Security for Users (Level 2) 
(Y/502/4257). 

Assessment guidance 

The following methods are recommended for the assessment of IT user 
skills, knowledge and understanding of all IT Users (ITQ) units: 

• e-assessment 

• knowledge tests 

• scenario-based assessment 

• portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• witness testimony 

• professional discussion 

• other methods which have been approved by eskills UK and the 
awarding body. 
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Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 58: Presentation Software (Level 1) 
Unit code: PS1 

Unit reference number: K/502/4621 

QCF level: 1 

Credit value: 3 

Guided learning hours: 20 

 

Unit summary 

This is the ability to use software applications to produce effective 
presentations, which include a combination of media (eg images, animation 
and sound) for education, entertainment or information sharing. 

This unit is about the skills and knowledge required by an IT user to use a 
range of basic presentation software tools and techniques to produce 
straightforward or routine presentations. Any aspect that is unfamiliar will 
require support and advice from others. 

Presentation tools and techniques at this level are described as ‘basic’ 
because: 

• the software tools and functions will be predefined or commonly used; 

• the range of entry, manipulation and outputting techniques will be 
straightforward or routine; and 

• the inputting, manipulating and outputting of the information will be 
predetermined, straightforward or routine. 

Forbidden combination 

This unit must not be taken with Unit 69: Presentation Software (Level 2) 
(M/502/4622). 
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Assessment guidance 

The following methods are recommended for the assessment of IT user 
skills, knowledge and understanding of all IT Users (ITQ) units: 

• e-assessment 

• knowledge tests 

• scenario-based assessment 

• portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• witness testimony 

• professional discussion 

• other methods which have been approved by eskills UK and the 
awarding body. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 59: Set up an IT System (Level 1) 
Unit code: ITS1 

Unit reference number: Y/502/4209 

QCF level: 1 

Credit value: 3 

Guided learning hours: 20 

 

Unit summary 

This is the ability to safely set up the components of an IT system (eg 
personal computer - PC, keyboard, mouse and printer), removable storage 
media (eg data stick or external DVD drive), communication service to 
access the Internet and associated software and check that they are 
working properly. 

This unit is about the skills and knowledge to connect up the basic 
components of an IT system, removable storage media and a 
communication service safely using default setup routines and run simple 
tests to check it is working successfully. 

Forbidden combination 

This unit must not be taken with Unit 70: Set up an IT System (Level 2) 
(L/502/4210). 

Assessment guidance 

The following methods are recommended for the assessment of IT user 
skills, knowledge and understanding of all IT Users (ITQ) units: 

• e-assessment 

• knowledge tests 

• scenario-based assessment 

• portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• witness testimony 

• professional discussion 

• other methods which have been approved by eskills UK and the 
awarding body. 
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Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 60: Spreadsheet Software (Level 1) 
Unit code: SS1 

Unit reference number: A/502/4624 

QCF level: 1 

Credit value: 3 

Guided learning hours: 20 

 

Unit summary 

This is the ability to use a software application designed to record data in 
rows and columns, perform calculations with numerical data and present 
information using charts and graphs. 

This unit is about the skills and knowledge required by an IT user to use a 
range of basic spreadsheet software tools and techniques to produce, 
present and check spreadsheets that are straightforward or routine. Any 
aspect that is unfamiliar will require support and advice from others. 

Spreadsheet software tools and techniques will be described as ‘basic’ 
because: 

• the range of data entry, manipulation, formatting and outputting 
techniques are straightforward; 

• the tools, formulas and functions involved will be predetermined or 
commonly used (for example, sum, divide, multiply, take away and 
fractions); and 

• the structure and functionality of the spreadsheet will be predetermined 
or familiar. 

Forbidden combination 

This unit must not be taken with Unit 71: Spreadsheet Software (Level 2) 
(F/502/4625). 
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Assessment guidance 

The following methods are recommended for the assessment of IT user 
skills, knowledge and understanding of all IT Users (ITQ) units: 

• e-assessment 

• knowledge tests 

• scenario-based assessment 

• portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• witness testimony 

• professional discussion 

• other methods which have been approved by eskills UK and the 
awarding body. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 61: Using Collaborative Technologies 
(Level 1) 

Unit code: UCT1 

Unit reference number: A/502/4378 

QCF level: 1 

Credit value: 3 

Guided learning hours: 20 

 

Unit summary 

This is the ability to use IT tools and devices for collaborative working and 
communications, such as web or video conferencing, instant 
messaging/chat, online phone and video calls, online forums, social 
networking sites, wikis and other centralised depositories for documents, 
blogging, RSS and data feeds, bulk SMS or online work management tools. 

This unit is about the skills and knowledge to safely use IT tools and devices 
to work collaboratively by: 

• preparing and accessing IT tools and devices;  

• playing a responsible and active role in real-time communication; and  

• contributing relevant information. 

Forbidden combination 

This unit must not be taken with Unit 72: Using Collaborative Technologies 
(Level 2) (F/502/4379). 

Assessment guidance 

The following methods are recommended for the assessment of IT user 
skills, knowledge and understanding of all IT Users (ITQ) units: 

• e-assessment 

• knowledge tests 

• scenario-based assessment 

• portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• witness testimony 

• professional discussion 

• other methods which have been approved by eskills UK and the 
awarding body. 
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Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 62: Website Software (Level 1) 
Unit code: WS1 

Unit reference number: L/502/4630 

QCF level: 1 

Credit value: 3 

Guided learning hours: 20 

 

Unit summary 

This is the ability to use a software application designed for planning, 
designing and building websites. 

This unit is about the skills and knowledge required by an IT user to use 
basic website software tools and techniques appropriately to produce 
straightforward or routine single web pages from pre-set templates. Any 
aspect that is unfamiliar will require support and advice from others. 

Website software tools and techniques will be described as ‘basic’ because: 

• the software tools and functions involved will be predefined or commonly 
used; 

• the range of inputting, manipulation and outputting techniques are 
straightforward or routine; and 

• the template used for the content will be predetermined or familiar. 

Forbidden combination 

This unit cannot be taken with Unit 73: Website Software (Level 2) 
(R/502/4631). 
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Assessment guidance 

The following methods are recommended for the assessment of IT user 
skills, knowledge and understanding of all IT Users (ITQ) units: 

• e-assessment 

• knowledge tests 

• scenario-based assessment 

• portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• witness testimony 

• professional discussion 

• other methods which have been approved by eskills UK and the 
awarding body. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 63: Word Processing Software  
(Level 1) 

Unit code: WPS1 

Unit reference number: L/502/4627 

QCF level: 1 

Credit value: 3 

Guided learning hours: 20 

 

Unit summary 

This is the ability to use a software application designed for the creation, 
editing and production of largely text-based documents. 

This unit is about the skills and knowledge required by an IT user to use a 
range of basic word processing software tools and techniques to produce 
appropriate, straightforward or routine documents. Any aspect that is 
unfamiliar will require support and advice from others. 

Word processing tools and techniques will described as ‘basic’ because: 

• the software tools and functions will be predetermined or commonly 
used; and 

• the techniques needed for text entry, manipulation and outputting will 
be straightforward or routine. 

Forbidden combinations 

This unit must not be taken with Unit 74: Word Processing Software 
(Level 2) (R/502/4628). 

Assessment guidance 

The following methods are recommended for the assessment of IT user 
skills, knowledge and understanding of all IT Users (ITQ) units: 

• e-assessment 

• knowledge tests 

• scenario-based assessment 

• portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• witness testimony 

• professional discussion 

• other methods which have been approved by eskills UK and the 
awarding body. 
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Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 64: Bespoke Software (Level 2) 
Unit code: BS2 

Unit reference number: F/502/4396 

QCF level: 2 

Credit value: 3 

Guided learning hours: 20 

 

Unit summary 

This is the ability to select and use a suitable bespoke software application 
to carry out an appropriate data processing task. It includes understanding 
the capabilities of the software and the types of tasks for which it is 
suitable, as well as the skills and techniques needed to use the software 
application appropriately and effectively. 

This unit is about the skills and knowledge needed by an IT user to select 
and use a wide range of intermediate bespoke software tools and 
techniques for information that is at times non-routine or unfamiliar. Any 
aspect that is unfamiliar may require support and advice from others. 

Bespoke software tools and techniques will be defined as ‘intermediate’ 
because: 

• the software tools and functions involved will at times be non-routine or 
unfamiliar; 

• the choice and use of input, manipulation and output techniques will 
need to take account of a number of factors or elements and at times be 
multi-step; 

• the user will take some responsibility for inputting, manipulating and 
outputting the information. 

Forbidden combination 

This unit must not be taken with Unit 53: Bespoke Software (A/502/4395). 
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Assessment guidance 

The following methods are recommended for the assessment of IT user 
skills, knowledge and understanding of all IT Users (ITQ) units: 

• e-assessment 

• knowledge tests 

• scenario-based assessment 

• portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• witness testimony 

• professional discussion 

• other methods which have been approved by eskills UK and the 
awarding body. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 65: Data Management Software 
(Level 2) 

Unit code:  

Unit reference number: J/502/4559  

QCF level: 2 

Credit value: 3 

Guided learning hours: 20 

 

Unit summary 

This is the ability to use a software application designed to store and 
retrieve data needed for a variety of business functions. It also includes an 
understanding of the features and facilities of the software and the purpose 
for which the data is stored. Data management software is often 
implemented on relational database systems by providing predefined file 
and record structures, processes, reports and data-entry screens. This is 
about the use of these predefined objects. 

This unit is about the skills and knowledge required by an IT user to select 
and use intermediate data management software tools and techniques to: 

• enter information into data management systems that is at times non-
routine or unfamiliar; 

• retrieve information using multiple selection criteria; and 

• produce customised reports from the system.  

The data management system tools, functions and techniques will be 
described as ‘intermediate’ because: 

• the software tools and functions involved will at times be non-routine or 
unfamiliar; and 

• the choice and use of input, manipulation and output techniques will 
need to take account of a number of factors or elements. 

Any aspect that is unfamiliar may require support and advice from others. 

Forbidden combination 

This unit must not be taken with Unit 54: Data Management Software 
(Level 1) (F/502/4558). 
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Assessment guidance 

The following methods are recommended for the assessment of IT user 
skills, knowledge and understanding of all IT Users (ITQ) units: 

• e-assessment 

• knowledge tests 

• scenario-based assessment 

• portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• witness testimony 

• professional discussion 

• other methods which have been approved by eskills UK and the 
awarding body. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 66: Database Software (Level 2) 
Unit code: DS1 

Unit reference number: M/502/4555 

QCF level: 2 

Credit value: 4 

Guided learning hours: 30 

 

Unit summary 

This is the ability to use a software application designed to organise and 
store structured information and generate reports.  

This unit is about the skills and knowledge required by an IT user to select 
and use intermediate database software tools and techniques to: 

• enter information into databases that is at times non-routine or 
unfamiliar; 

• retrieve information by creating queries using multiple selection criteria; 
and 

• produce reports by setting up menus or short cuts. 

They will also be able to create and modify single table, non-relational 
databases. Any aspects that are unfamiliar may require support and advice 
from others. 

Database tools, functions and techniques will be described as ‘intermediate’ 
because: 

• the software tools and functions involved will at times be non-routine or 
unfamiliar; and 

• the choice and use of input, manipulation and output techniques will 
need to take account of a number of factors or elements. 

Forbidden combination 

This unit cannot be taken with Unit 55: Database Software (Level 1) 
(H/502/4553). 
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Assessment guidance 

The following methods are recommended for the assessment of IT user 
skills, knowledge and understanding of all IT Users (ITQ) units: 

• e-assessment 

• knowledge tests 

• scenario-based assessment 

• portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• witness testimony 

• professional discussion 

• other methods which have been approved by eskills UK and the 
awarding body. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 67: Improving Productivity Using IT 
(Level 2) 

Unit code: IPU2 

Unit reference number: J/502/4156 

QCF level: 2 

Credit value: 4 

Guided learning hours: 30 

 

Unit summary 

The use of IT tools and systems can improve the productivity and efficiency 
of work activities in a variety of contexts.  

This unit is about the skills and knowledge needed by the IT user to plan 
and review their use of predefined or commonly used IT tools for activities 
that are at times non-routine or unfamiliar. As a result of reviewing their 
work, they will be able to identify and use automated methods or 
alternative ways of working to improve productivity. 

An activity will typically be ‘non-routine or unfamiliar’ because: 

• the task or context is likely to require some preparation, clarification or 
research (to separate the components and to identify what factors need 
to be considered, for example, time available, audience needs, 
accessibility of source, types of content, message and meaning) before 
an approach can be planned; and 

• the techniques required will involve a number of steps and at times be 
non-routine or unfamiliar. 

Forbidden combination 

This unit must not be taken with Unit 56: Improving Productivity using IT 
(Level 1) (T/502/4153). 
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Assessment guidance 

The following methods are recommended for the assessment of IT user 
skills, knowledge and understanding of all IT Users (ITQ) units: 

• e-assessment 

• knowledge tests 

• scenario-based assessment 

• portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• witness testimony 

• professional discussion 

• other methods which have been approved by eskills UK and the 
awarding body. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 68: IT Security for Users (Level 2) 
Unit code: ITS2 

Unit reference number: Y/502/4257 

QCF level: 2 

Credit value: 2 

Guided learning hours: 15 

 

Unit summary 

This is the ability to protect hardware, software and the data within an IT 
system against theft, malfunction and unauthorised access. 

This unit is about the skills and knowledge needed by the IT user to avoid 
common security risks and control access to software and data; and use a 
wider range of methods to protect software and data (eg from exchanging 
information by e-mail or when downloading software from the Internet). 

Forbidden Combination 

This unit must not be taken with Unit 57: IT Security for Users (Level 1) 
(R/502/4256). 

Assessment guidance 

The following methods are recommended for the assessment of IT user 
skills, knowledge and understanding of all IT Users (ITQ) units: 

• e-assessment 

• knowledge tests 

• scenario-based assessment 

• portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• witness testimony 

• professional discussion 

• other methods which have been approved by eskills UK and the 
awarding body. 
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Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 69: Presentation Software (Level 2) 
Unit code: PS2 

Unit reference number: M/502/4622 

QCF level: 2 

Credit value: 4 

Guided learning hours: 30 

 

Unit summary 

This is the ability to use software applications to produce effective 
presentations, which include a combination of media (eg images, animation 
and sound) for education, entertainment or information sharing. 

This unit is about the skills and knowledge required by an IT user to select 
and use a wide range of intermediate presentation software tools and 
techniques effectively to produce presentations that are at times non-
routine or unfamiliar. Any aspect that is unfamiliar may require support and 
advice from others. 

Presentation tools and techniques at this level will be described as 
‘intermediate’ because: 

• the software tools and functions used will be at times non-routine or 
unfamiliar; 

• the choice and use of input, manipulation and output techniques will 
need to take account of a number of factors or elements; and 

• the user will take some responsibility for inputting, structuring, editing 
and presenting the information, which at times may be non-routine or 
unfamiliar. 

Forbidden combinations 

This unit must not be taken with Unit 58: Presentation Software (Level 1) 
(K/502/4621). 
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Assessment guidance 

The following methods are recommended for the assessment of IT user 
skills, knowledge and understanding of all IT Users (ITQ) units: 

• e-assessment 

• knowledge tests 

• scenario-based assessment 

• portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• witness testimony 

• professional discussion 

• other methods which have been approved by eskills UK and the 
awarding body. 

The Assessment Strategy for IT Users (ITQ) units can be accessed via 
eskills UK’s website: www.e-skills.com. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 70: Set up an IT System (Level 2) 
Unit code: SIS2 

Unit reference number: L/502/4210 

QCF level: 2 

Credit value: 4 

Guided learning hours: 30 

 

Unit summary 

This is the ability to safely set up the components of an IT system (eg 
personal computer - PC, keyboard, mouse and printer), removable storage 
media (eg data stick or external DVD drive), communication service to 
access the Internet and associated software and check that they are 
working properly. 

This unit is about the skills and knowledge to connect up an IT system with 
a range of hardware, removable storage media and a communication 
service safely and run more advanced tests to check it is working 
successfully. 

Forbidden combination 

This unit must not be taken with Unit 59: Set up an IT System (Level 1) 
(L/502/4210). 

Assessment guidance 

The following methods are recommended for the assessment of IT user 
skills, knowledge and understanding of all IT Users (ITQ) units: 

• e-assessment 

• knowledge tests 

• scenario-based assessment 

• portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• witness testimony 

• professional discussion 

• other methods which have been approved by eskills UK and the 
awarding body. 



 

N025005 – Specification – Edexcel Level 2 NVQ Award/Certificate/Diploma in  
Business and Administration (QCF) – Issue 1 – October 2010 © Edexcel Limited 2010 

376

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 71: Spreadsheet Software (Level 2) 
Unit code: SS2 

Unit reference number: F/502/4625 

QCF level: 2 

Credit value: 4 

Guided learning hours: 30 

 

Unit summary 

This is the ability to use a software application designed to record data in 
rows and columns, perform calculations with numerical data and present 
information using charts and graphs. 

This level is about the skills and knowledge required by an IT user to select 
and use a wide range of intermediate spreadsheet software tools and 
techniques to produce, present, and check spreadsheets that are at times 
non-routine or unfamiliar. Any aspect that is unfamiliar may require support 
and advice from others. 

Spreadsheet software tools and techniques will be described as 
‘intermediate’ because: 

• the range of data entry, manipulation and outputting techniques will be 
at times non-routine or unfamiliar; 

• the tools, formulas and functions needed to analyse and interpret the 
data requires knowledge and understanding (for example, mathematical, 
logical, statistical or financial); and 

• the user will take some responsibility for setting up or developing the 
structure and functionality of the spreadsheet. 

Forbidden combination 

This unit must not be taken with Unit 60: Spreadsheet Software (Level 1) 
(A/502/4624). 
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Assessment guidance 

The following methods are recommended for the assessment of IT user 
skills, knowledge and understanding of all IT Users (ITQ) units: 

• e-assessment 

• knowledge tests 

• scenario-based assessment 

• portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• witness testimony 

• professional discussion 

• other methods which have been approved by eskills UK and the 
awarding body. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 72: Using Collaborative Technologies 
(Level 2) 

Unit code: UCT2 

Unit reference number: F/502/4379  

 

QCF level: 2 

Credit value: 4 

Guided learning hours: 30 

 

Unit summary 

This is the ability to use IT tools and devices for collaborative working and 
communications, such as web or video conferencing, instant 
messaging/chat, online phone and video calls, online forums, social 
networking sites, wikis and other centralised depositories for documents, 
blogging, RSS and data feeds, bulk SMS or online work management tools. 

This unit is about the skills and knowledge to facilitate the use of 
appropriate combinations of IT tools and devices for groups to work 
collaboratively by:  

• planning and selecting the IT tools and devices to be used for work 
purposes and tasks;  

• preparing and setting up access to collaborative technologies; 

• presenting information and facilitating others’ contributions; and  

• moderating the use of collaborative technologies. 

Forbidden combinations 

This unit must not be taken with Unit 61: Using Collaborative Technologies 
(Level 1) (A/502/4378). 
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Assessment guidance 

The following methods are recommended for the assessment of IT user 
skills, knowledge and understanding of all IT Users (ITQ) units: 

• e-assessment 

• knowledge tests 

• scenario-based assessment 

• portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• witness testimony 

• professional discussion 

• other methods which have been approved by eskills UK and the 
awarding body. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 73: Website Software (Level 2) 
Unit code: WS2 

Unit reference number: R/502/4631  

QCF level: 2 

Credit value: 4 

Guided learning hours: 30 

 

Unit summary 

This is the ability to use a software application designed for planning, 
designing and building websites. 

This unit is about the skills and knowledge required by an IT user to select 
and use a wide range of intermediate website software tools and techniques 
to produce multiple-page websites. Any aspect that is unfamiliar may 
require support and advice from others. 

Website software tools and techniques will be described as ‘intermediate’ 
because: 

• the software tools and functions involved will at times be non-routine or 
unfamiliar; 

• the choice and use of development techniques will need to take account 
of a number of factors or elements; and 

• the user will take some responsibility for planning the website, creating 
or altering the template, inputting, manipulating, linking and uploading 
the content. 

Forbidden combinations 

This unit must not be taken with Unit 62: Website Software (Level 1) 
(L/502/4630). 
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Assessment guidance 

The following methods are recommended for the assessment of IT user 
skills, knowledge and understanding of all IT Users (ITQ) units: 

• e-assessment 

• knowledge tests 

• scenario-based assessment 

• portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• witness testimony 

• professional discussion 

• other methods which have been approved by eskills UK and the 
awarding body. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 74: Word Processing Software  
(Level 2) 

Unit code: WP2 

Unit reference number: R/502/4628  

QCF level: 2 

Credit value: 4 

Guided learning hours: 30 

 

Unit summary 

This is the ability to use a software application designed for the creation, 
editing and production of largely text-based documents. 

This unit is about the skills and knowledge required by an IT user to select 
and use a range of intermediate word processing software tools and 
techniques to produce documents that are at times non-routine or 
unfamiliar. Any aspect that is unfamiliar may require support and advice 
from others. 

Word processing tools and techniques will be described as ‘intermediate’ 
because: 

• the software tools and functions will be at times non-routine or 
unfamiliar; 

• the choice of techniques will need to take account of a number of factors 
or elements; and 

• the user will take some responsibility for the inputting, manipulating and 
outputting of the information. 

Forbidden combinations 

This unit must not be taken with Unit 63: Word Processing Software  
(Level 2) (L/502/4627). 
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Assessment guidance 

The following methods are recommended for the assessment of IT user 
skills, knowledge and understanding of all IT Users (ITQ) units: 

• e-assessment 

• knowledge tests 

• scenario-based assessment 

• portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• witness testimony 

• professional discussion 

• other methods which have been approved by eskills UK and the 
awarding body. 

The Assessment Strategy for IT Users (ITQ) units can be accessed via 
Eskills UK’s website: www.e-skills.com. 

Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Further information 

Our customer service numbers are: 

BTEC and NVQ 0844 576 0026 

GCSE 0844 576 0027 

GCE 0844 576 0025 

The Diploma 0844 576 0028 

DIDA and other qualifications 0844 576 0031 

Calls may be recorded for training purposes. 

Useful publications 

Related information and publications include: 

• Centre Handbook for Edexcel QCF NVQs and Competence-based 
Qualifications published annually 

• functional skills publications – specifications, tutor support materials and 
question papers 

• Regulatory Arrangements for the Qualification and Credit Framework 
(published by Ofqual, August 2008) 

• the current Edexcel publications catalogue and update catalogue. 

Edexcel publications concerning the Quality Assurance System and the 
internal and standards verification of vocationally related programmes can 
be found on the Edexcel website. 

NB: Some of our publications are priced. There is also a charge for postage 
and packing. Please check the cost when you order. 

How to obtain National Occupational Standards 

The Council for Administration 
6 Graphite Square 
Vauxhall Walk 
London 
SE11 5EE 

Telephone: 020 7091 9620 
Email: info@cfa.uk.com 

 

mailto:info@cfa.uk.com
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Professional development and training 

Edexcel supports UK and international customers with training related to 
NVQ and BTEC qualifications. This support is available through a choice of 
training options offered in our published training directory or through 
customised training at your centre. 

The support we offer focuses on a range of issues including: 

• planning for the delivery of a new programme 

• planning for assessment and grading 

• developing effective assignments 

• building your team and teamwork skills 

• developing student-centred learning and teaching approaches 

• building functional skills into your programme 

• building effective and efficient quality assurance systems. 

The national programme of training we offer can be viewed on our website 
(www.edexcel.com/training). You can request customised training through 
the website or by contacting one of our advisers in the Training from 
Edexcel team via Customer Services to discuss your training needs. 

The training we provide: 

• is active 

• is designed to be supportive and thought provoking 

• builds on best practice 

• may be suitable for those seeking evidence for their continuing 
professional development. 
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Annexe B: Quality assurance 

Key principles of quality assurance 

• A centre delivering Edexcel qualifications must be an Edexcel recognised 
centre and must have approval for qualifications that it is offering. 

• The centre agrees as part of gaining recognition to abide by specific 
terms and conditions around the effective delivery and quality assurance 
of assessment; the centre must abide by these conditions throughout 
the period of delivery. 

• Edexcel makes available to approved centres a range of materials and 
opportunities to exemplify the processes required for effective 
assessment and provide examples of effective standards. Approved 
centres must use the guidance on assessment to ensure that staff who 
are delivering Edexcel qualifications are applying consistent standards. 

• An approved centre must follow agreed protocols for: standardisation of 
assessors; planning, monitoring and recording of assessment processes; 
internal verification and recording of internal verification processes; and 
for dealing with special circumstances, appeals and malpractice. 

Quality assurance processes 

The approach to quality assured assessment is made through a partnership 
between a recognised centre and Edexcel. Edexcel is committed to ensuring 
that it follows best practice and employs appropriate technology to support 
quality assurance processes where practicable. Therefore, the specific 
arrangements for working with centres will vary. Edexcel seeks to ensure 
that the quality assurance processes that it uses do not place undue 
bureaucratic processes on centres and works to support centres in providing 
robust quality assurance processes. 

The learning outcomes and assessment criteria in each unit within this 
specification set out the standard to be achieved by each learner in order to 
gain each qualification. Edexcel operates a quality assurance process, which 
is designed to ensure that these standards are maintained by all assessors 
and verifiers. 

For the purposes of quality assurance all individual qualifications and units 
are considered as a whole. Centres offering these qualifications must be 
committed to ensuring the quality of the units and qualifications they offer, 
through effective standardisation of assessors and internal verification of 
assessor decisions. Centre quality assurance and assessment processes are 
monitored by Edexcel. 
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The Edexcel quality assurance processes will involve: 

• gaining centre recognition and qualification approval if a centre is not 
currently approved to offer Edexcel qualifications 

• annual visits to centres by Edexcel for quality review and development of 
overarching processes and quality standards. Quality review and 
development visits will be conducted by an Edexcel quality development 
reviewer 

• annual visits by occupationally competent and qualified Edexcel 
Standards Verifiers for sampling of internal verification and assessor 
decisions for the occupational sector 

• the provision of support, advice and guidance towards the achievement 
of National Occupational Standards. 

Centres are required to declare their commitment to ensuring quality and 
appropriate opportunities for learners that lead to valid and accurate 
assessment outcomes. In addition, centres will commit to undertaking 
defined training and online standardisation activities. 
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Annexe C: Centre certification and registration 

Edexcel Standards Verifiers will provide support, advice and guidance to 
centres to achieve Direct Claims Status (DCS). Edexcel will maintain the 
integrity of Edexcel QCF NVQs through ensuring that the awarding of these 
qualifications is secure. Where there are quality issues identified in the 
delivery of programmes, Edexcel will exercise the right to: 

• direct centres to take actions 

• limit or suspend certification 

• suspend registration. 

The approach of Edexcel in such circumstances is to work with the centre to 
overcome the problems identified. If additional training is required, Edexcel 
will aim to secure the appropriate expertise to provide this. 

What are the access arrangements and special considerations for the 
qualifications in this specification? 

Centres are required to recruit learners to Edexcel qualifications with 
integrity. 

Appropriate steps should be taken to assess each applicant’s potential and a 
professional judgement made about their ability to successfully complete 
the programme of study and achieve the qualification. This assessment will 
need to take account of the support available to the learner within the 
centre during their programme of study and any specific support that might 
be necessary to allow the learner to access the assessment for the 
qualification. Centres should consult Edexcel’s policy on learners with 
particular requirements. 

Edexcel’s policy on access arrangements and special considerations for 
Edexcel qualifications aims to enhance access to the qualifications for 
learners with disabilities and other difficulties (as defined by the 1995 
Disability Discrimination Act and the amendments to the Act) without 
compromising the assessment of skills, knowledge, understanding or 
competence. Please refer to Access Arrangements and Special 
Considerations for BTEC and Edexcel NVQ Qualifications for further details. 
www.edexcel.com. 
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Annexe D: Assessment strategies 

Assessment Strategy for Business and Administration NVQs 

1 Introduction  

1.1 The Business and Administration Assessment Strategy is designed to 
provide awarding organisations with a robust and flexible approach to 
deliver assessment for Business and Administration NVQs/SVQs and 
competence-based qualifications.  

2 External quality control 

2.1 Awarding organisations will provide qualifications and quality 
assurance that support their delivery to all Business and 
Administration NVQs/SVQs and competence-based qualification 
assessment centres in line with regulatory requirements in England, 
Scotland, Wales and Northern Ireland.  

2.2 Awarding organisations must use independent assessment for 
competence-based qualifications.  

2.3 Awarding organisations will supply the Council for Administration 
(CfA) with reports: 

• Quarterly: provide registration and achievement data at unit and 
qualification levels. 

3 Assessing performance  

3.1 Assessment of all units at any level of Business and Administration 
NVQs/SVQs and competence-based qualifications may be based on 
either learner performance at work or through simulation, as 
necessary (see Section 4 below).  

4 Simulation of NVQ/SVQ units 

4.1  If a unit or part of a unit at any level is simulated, it must be 
undertaken in a ‘realistic working environment’ (RWE).  

4.2  Awarding organisations will provide guidance for centres on RWEs. 
Awarding organisations will make sure RWEs, ‘provide an 
environment which replicates the key characteristics of the workplace 
in which the skill to be assessed is normally employed’. 

4.3  Units which have been imported by the CfA in their Business and 
Administration NVQs/SVQs and competence-based qualifications will 
be assessed in compliance with their relevant assessment strategies.  
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5 Occupational expertise to assess performance, and moderate 
and verify assessments  

5.1 Learners can be assessed, moderated or verified at work either by: 

a. Assessors, moderators or verifiers who have achieved or are 
working towards achievement of the appropriate regulatory body 
approved unit qualifications for assessment, moderation or 
verification;  

OR 

b. A trainer, supervisor or manager, employed by an 
organisation, who must either:  

1. Have achieved or be in the process of achieving the 
appropriate regulatory body approved unit qualifications for 
assessment, moderation or verification; or,  

2. Seek guidance and approval from an awarding organisation to 
demonstrate that the: 

o organisation has appropriate processes in place to facilitate 
assessment, moderation or verification functions 

o trainer, supervisor or manager is able to map their 
assessment, moderation or verification skills and 
knowledge 100% to the NOS upon which the qualifications 
above are based.  

5.2  Assessors must be occupationally competent to make Business and 
Administration assessment judgements about the level and scope of 
individual learner performance at work or in RWEs; and, 
occupationally competent to make assessment judgements about the 
quality of assessment and the assessment process.   

5.3  External Moderators/Verifiers or Internal 
Moderators/Verifiers must be occupationally competent to make 
Business and Administration moderation and verification judgements 
about the quality of assessment and the assessment process.  

5.4  Awarding organisations will supply full information on the 
requirements for internal and external moderation/verification 
activities to Business & Administration assessment centres. 

5.5  The sector requires all assessors, moderators and verifiers to 
maintain current Business and Administration competence to deliver 
these functions. The CfA recognises this can be achieved in many 
ways but must be recorded in individual continual professional 
development (CPD) records that are maintained in Business and 
Administration assessment centres.  
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Assessment Strategy for Information Technology Qualifications (ITQ) 
May 2009 

The following includes excerpts from the assessment strategy for 
Information Technology qualifications (ITQ). The complete assessment 
strategy can be viewed on eskills UK’s website: www.e-skills.com 

The following assessment strategy relates to the following units: 

• A/502/4395 Bespoke software 

• F/502/4558 Data management software 

• H/502/4553 Database software 

• T/502/4153 Improving productivity using IT 

• R/502/4256 IT security for users 

• K/502/4621 Presentation software 

• Y/502/4209 Set up an IT system 

• A/502/4624 Spreadsheet software 

• A/502/4378 Using collaborative technologies 

• L/502/4630 Website software 

• L/502/4627 Word processing software 

• F/502/4396 Bespoke software 

• J/502/4559 Data management software 

• M/502/4555 Database software 

• J/502/4156 Improving productivity using IT 

• Y/502/4257 IT security for users 

• M/502/4622 Presentation software 

• L/502/4210 Set up an IT system 

• F/502/4625 Spreadsheet software 

• F/502/4379 Using collaborative technologies 

• R/502/4631 Website software 

• R/502/4628 Word processing software. 

This assessment strategy is being developed in consultation with employers, 
training providers, Awarding Bodies and the regulatory authorities. 
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Scope of the assessment strategy 

This assessment strategy applies to all units and qualifications that are 
aligned to the IT User NOS and accredited onto credit frameworks to be 
included in the final ITQ Framework (both directly and partly signed). 

During the transition period, the assessment arrangements for existing 
‘contributing’ units and NQF qualifications will apply. 

Choice of assessment method 

All ITQ units may be assessed using any method, or combination of 
methods, which clearly demonstrates that the learning outcomes and 
assessment criteria have been met. Assessments must also take into 
account the additional information provided in the unit Purpose and Aims 
relating to the level of demand of: 

• The activity, task, problem or question and the context in which it is set 

• The information input and output type and structure involved; and 

• The IT tools, techniques or functions to be used. 

Examples of recommended assessment methods are included in Annexe A. 

Accreditation of Prior Achievement 

For learners starting their studies towards the ITQ under the QCF the 
process for accreditation of prior achievement is straightforward. Under the 
QCF, Awarding Bodies agree to mutual recognition of achievement, so that 
learners will be able to count any relevant units towards the ITQ regardless 
of which Awarding Body issues the certificates.  

Many people may have developed their skills in using IT through 
undertaking existing or ‘legacy’ accredited units, qualifications or from non-
accredited units and employer training schemes, such as: 

• The QCF ITQ in trials between September 07 and August 09 

• The current ITQ which is technically a National Vocational Qualification 
(NVQ) 

• Functional Skills ICT, ICT Skills for Life (Basic Skills) and in Essential 
Skills ICT (Northern Ireland) 

• Legacy units from VQs or VRQs accredited on the National Qualifications 
Framework (NQF) or accredited by the Scottish Qualifications Authority 
(SQA) 

• Vendor units and qualifications and 

• Employer training schemes. 

The ITQ Framework lists which units or schemes can contribute to the ITQ, 
and whether there are any limits on counting credit from such achievement. 
The up-to-date ITQ Framework will be published on the e-skills UK website. 
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Acceptance of contributing qualifications is mandatory for all ITQ Awarding 
Bodies irrespective of the originating Awarding Body (AB). An Awarding 
Body offering ITQs must accept recognised units and qualifications from any 
other AB if the following conditions are met: 

• The learner presents the original qualification, unit certificate or other 
agreed record of achievement for inspection by the ITQ centre; and 

• The unit was achieved no more than three years prior to the date of 
presentation to the centre. It is the responsibility of the AB and their 
centres to ensure that a representative sample of certificated skills and 
knowledge are still current. 

• Some approved contributing units entitle learners to claim exemptions 
for more than one ITQ unit. In such cases, the learner does not have to 
claim exemptions for all of the possible ITQ units unless he/she chooses 
to do so. 

Progression 

Learners may carry forward credits for a period of three years to support 
progression from ITQ Award to ITQ Certificate and from ITQ Certificate to 
ITQ Diploma or from Level 1 to 2, or Level 2 to 3.  

Learners may not include the same unit at more than one level in any 
qualification. Thus a learner who has completed, for example, both Word 
Processing at Level 1 (3 credits) and Word Processing at Level 2 (4 credits) 
may only count credits from the higher level towards the qualification. 



 

N025005 – Specification – Edexcel Level 2 NVQ Award/Certificate/Diploma in  
Business and Administration (QCF) – Issue 1 – October 2010 © Edexcel Limited 2010 

412

Assessment Roles and Quality Assurance 

Assessors, internal and external moderators/verifiers 

The new ITQs are not NVQs, therefore there is no need for assessors to hold 
the A1 qualification or for verifiers to hold the V1 qualification, or indeed to 
be working towards these qualifications. 

To ensure the quality of assessment decisions, it is expected that awarding 
bodies will have in place methods to ensure that assessors, internal and 
external moderators/verifiers have: 

• the necessary IT skills and experience to assess the units and 
qualifications they are making judgements on, such as demonstrated by 
holding an ITQ at level 3. Centres must maintain a current register of 
curriculum vitae (CVs), including reference to continuing professional 
development. 

Eskills UK do not require assessors, internal or external moderators/verifiers 
to hold assessor qualifications beyond those required by the awarding or 
regulatory body. 

Standardisation, moderation and verification 

Awarding Bodies must use quality assurance systems that are fit for 
purpose for the assessment method(s) being used and are in line with the 
relevant regulatory requirements.  

For example: 

• Internal/external moderation of externally set examinations or online 
tests 

• External moderation of externally set and internally marked texts 

• Records to authenticate learner’s evidence for assessment 

• Internal standardisation/external moderation of scenario-based 
assignments set by centres 

• Internal moderation/verification of internally assessed evidence by a 
suitably qualified internal moderator/verifier using procedures approved 
by the awarding body; and 

• External moderation/verification of internally assessed evidence by a 
suitably qualified external moderator/verifier using procedures specified 
by the awarding body. 
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Joint Awarding Body Forum 

Awarding Bodies, through the quality control mechanisms specified by the 
regulatory authorities, must ensure a rigorous and effective control of 
centres and the assessment and verification process so that judgement of 
what is valid, authentic, current, reliable and sufficient evidence is 
maintained across all assessment contexts. 

To ensure consistency of assessment it is required that all Awarding Bodies 
routinely participate in the e-skills UK Joint Awarding Body Forum which will 
be the focus for ensuring that assessment and verification of competence is 
carried out consistently and fairly across all assessment contexts. 

The Awarding Body Forum will, within the individual Awarding Bodies’ 
agreed methodologies, develop and maintain a common understanding of 
the standards and promote good assessment and verification practice. 
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Annexe A to Assessment Strategy for ITQs: Guidance for Awarding 
Bodies on recommended assessment methods 

The following methods are recommended for the assessment of IT User 
skills, knowledge and understanding for all ITQ units: 

• E-assessment 

• Knowledge tests 

• Scenario-based assessment 

• Portfolio of evidence taken from activities involving the use of 
contemporary ICT systems 

• Witness testimony 

• Professional discussion 

• Other methods which have been approved by e-skills UK and the 
Awarding Body. 

Whatever method is used, Awarding Bodies must have appropriate systems 
and procedures to: 
• Ensure that assessment arrangements meet relevant assessment design 

principles and quality assurance regulations; and 

• Make sample assessment materials available for discussion by the Joint 
Awarding Body Forum, as required. 

e-Assessment 

Online or e-assessment may be used to assess some learning outcomes and 
assessment criteria relating to performance, knowledge and understanding, 
for example, of the performance skills in formatting text or understanding of 
the reasons for choosing different software tools. 

Awarding Bodies, employers or providers may develop e-assessments. 
Where e-assessment is used, Awarding Bodies must ensure that on each 
assessment occasion: 

• The performance, knowledge and understanding being assessed matches 
that specified in the relevant ITQ unit 

• The level is sufficiently challenging; and 

• The assessment methodology used is robust and reliable. 

Where employers or providers develop e-assessments, these should be 
agreed in advance with the Awarding Body. 

Knowledge tests 

Knowledge tests, often delivered electronically, can be used to assess some 
learning outcomes and assessment criteria relating to knowledge and 
understanding, for example, knowledge of security risks or organisational 
guidelines.  
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Awarding Bodies, employers or providers may develop knowledge tests. 
Where knowledge tests are used, Awarding Bodies must ensure that on 
each testing occasion: 

• The knowledge being tested matches that specified in the relevant ITQ 
unit 

• The level is sufficiently challenging; and 

• The assessment methodology used is robust and reliable. 

Where employers or providers develop knowledge tests, these should be 
agreed in advance with the awarding body. 

Scenario-based assessment 

‘Scenarios’ may be developed to provide a purpose for using IT, which 
requires the learner to undertake practical tasks or activities that produce 
assessable outcomes. Scenarios may be combined with other methods of 
assessment, for example, to provide a purpose for a series of online 
assessment tasks. 

Awarding Bodies, employers or providers may develop scenarios. The 
scenario and associated tasks must be carefully designed to ensure that: 

• The performance, knowledge and understanding being assessed matches 
that specified in the relevant ITQ unit 

• The level is sufficiently challenging; and 

• The demands and constraints result in the purposeful use of IT, and 
where relevant reflect those that would typically be met in a real work 
context. 

Portfolio assessment 

Valid evidence can arise from: 
• Activities undertaken for or at work 

• The search for employment (eg CVs, job application and emails to 
potential employers) 

• Social activities (eg club membership databases, posters and websites), 
such as 

o Enterprise activities (eg business plans, budgets and marketing 
materials) 

o Voluntary activities (eg cash flows, programmes and newsletters);  

or 

o Learning and studying subjects other than IT (eg internet research 
for a geography assignment, reports/dissertations and 
presentations). 

By the very nature of IT, activities can be carried out in a variety of 
locations not confined to the traditional office setting.  
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Portfolio evidence should arise naturally from tasks and activities involving 
the use of IT and may include: 

• Project outcomes – in the form of outputs or screenshots produced using 
IT – which should form the majority of evidence; and 

• Ephemeral evidence – where this is the only evidence for an element (for 
example, of planning), it should be cross checked by professional 
discussion and backed up by brief written evidence – for example in the 
form of annotations, storyboards or ‘witness statement’ (see below). 

Eskills UK actively encourages the use of electronic portfolio management 
tools. 

Witness statements 

A ’witness’ is someone who provides a written statement about the quality 
and authenticity of a learner’s work for assessment purposes. To make a 
statement, the witness must have first-hand experience of the learner’s 
performance and understanding of knowledge, skills and understanding 
required to do the work. Witnesses can be drawn from a wide range of 
people who can attest to performance, including line managers and 
experienced colleagues from inside the learner’s organisation. 

A witness statement may be needed when the learner is performing day-to-
day activities, which leave little or no evidence behind, for example, 
agreeing the outcomes to be produced using IT and any deadlines that need 
to be met or understanding and meeting organisational guidelines for data 
security and file storage. The witness can, in particular, provide evidence 
relating to the learner’s competence: 

• when reviewing, testing and recommending ways of improving 
productivity using IT towards (IPU) the mandatory unit for ITQ 
Certificates and Diplomas 

• when using specialist or bespoke IT software applications 

• in meeting customer requirements; and 

• of working within organisational guidelines. 

 

4123ab211010S:\LT\PD\NVQ COMPETENCE\N025005 L2 NVQ ACD BUSINESS AND ADMINISTRATION.DOC.1-423/1 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Publications Code N025005 October 2010 
 
For more information on Edexcel and BTEC qualifications please 
visit our website: www.edexcel.com 
 
Edexcel Limited. Registered in England and Wales No. 4496750 
Registered Office: One90 High Holborn, London WC1V 7BH. VAT Reg No 780 0898 07 

http://www.edexcel.com/

	Qualification titles covered by this specification 
	Key features of the Edexcel Level 2 NVQ Award/Certificate/Diploma in Business and Administration (QCF) 
	What is the purpose of these qualifications? 
	Who are these qualifications for? 
	 What are the benefits of these qualifications to the learner and employer? 
	What are the potential job roles for those working towards these qualifications?  
	What progression opportunities are available to learners who achieve these qualifications? 

	 What is the qualification structure for the Edexcel Level 2 NVQ Award in Business and Administration (QCF)? 
	 What is the qualification structure for the Edexcel Level 2 NVQ Certificate in Business and Administration (QCF)? 
	 What is the qualification structure for the Edexcel Level 2 NVQ Diploma in Business and Administration (QCF)? 
	Forbidden Combinations in the Edexcel Level 2 NVQ Certificate and the Edexcel Level 2 NVQ Diploma in Business and Administration 
	How are the qualifications graded and assessed? 
	Assessment strategy  
	Types of evidence 

	 What do you need to offer these qualifications? 
	Centre recognition 
	Approvals agreement 

	Quality assurance 
	What resources are required to deliver these qualifications? 
	 Unit format 
	Further information 
	Useful publications 
	How to obtain National Occupational Standards 

	 Professional development and training 
	Annexe A: Progression pathways 
	The Edexcel qualification framework for the Business and Administration and Team Leading and Management sectors 

	Annexe B: Quality assurance 
	Key principles of quality assurance 
	Quality assurance processes 

	 Annexe C: Centre certification and registration 
	What are the access arrangements and special considerations for the qualifications in this specification? 

	  Annexe D: Assessment strategies 
	Assessment Strategy for Business and Administration NVQs 
	 Assessment Roles and Quality Assurance 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles false
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile ()
  /CalRGBProfile (Adobe RGB \0501998\051)
  /CalCMYKProfile (Europe ISO Coated FOGRA27)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.3
  /CompressObjects /Off
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages false
  /CreateJDFFile false
  /CreateJobTicket true
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.1000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails true
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 524288
  /LockDistillerParams true
  /MaxSubsetPct 100
  /Optimize false
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage false
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness false
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Preserve
  /UCRandBGInfo /Remove
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
    /AdLibBT-Regular
    /AdobeSansMM
    /AdobeSerifMM
    /Aldine401BT-BoldA
    /Aldine401BT-BoldItalicA
    /Aldine401BT-ItalicA
    /Aldine401BT-RomanA
    /Aldine721BT-Bold
    /Aldine721BT-BoldItalic
    /Aldine721BT-Italic
    /Aldine721BT-Light
    /Aldine721BT-LightItalic
    /Aldine721BT-Roman
    /AlgerianBasD
    /AlgerianD
    /AllegroBT-Regular
    /AlternateGothicNo2BT-Regular
    /AmazoneBT-Regular
    /AmeliaBT-Regular
    /AmericanaBT-Bold
    /AmericanaBT-ExtraBold
    /AmericanaBT-ExtraBoldCondensed
    /AmericanaBT-Italic
    /AmericanaBT-Roman
    /AmericanGaramondBT-Bold
    /AmericanGaramondBT-BoldItalic
    /AmericanGaramondBT-Italic
    /AmericanGaramondBT-Roman
    /AmericanTextBT-Regular
    /AmericanUncD
    /AmerigoBT-BoldA
    /AmerigoBT-BoldItalicA
    /AmerigoBT-ItalicA
    /AmerigoBT-MediumA
    /AmerigoBT-MediumItalicA
    /AmerigoBT-RomanA
    /AmerTypewriterITCbyBT-Bold
    /AmerTypewriterITCbyBT-Medium
    /AndaleMono
    /Arial-Black
    /Arial-BlackItalic
    /Arial-BoldItalicMT
    /Arial-BoldMT
    /Arial-ItalicMT
    /ArialMT
    /ArialNarrow
    /ArialNarrow-Bold
    /ArialNarrow-BoldItalic
    /ArialNarrow-Italic
    /ArnoldBoeD
    /ArribaArribaLetPlain
    /ArrusBT-Black
    /ArrusBT-BlackItalic
    /ArrusBT-Bold
    /ArrusBT-BoldItalic
    /ArrusBT-Italic
    /ArrusBT-Roman
    /ArsisD-Regu
    /ArsisD-ReguItal
    /AtlanticInline-Normal
    /AuroraBT-BoldCondensed
    /AuroraBT-RomanCondensed
    /AvantGardeITCbyBT-Book
    /AvantGardeITCbyBT-BookOblique
    /AvantGardeITCbyBT-Medium
    /AvantGardeITCbyBT-MediumOblique
    /BakerSignetBT-Roman
    /Ballads
    /BalloonBT-Bold
    /BalloonBT-ExtraBold
    /BalloonBT-Light
    /BangLetPlain
    /BankGothicBT-Light
    /BankGothicBT-Medium
    /BarCode39cHR
    /BauerBodoniBT-Black
    /BauerBodoniBT-BlackCondensed
    /BauerBodoniBT-BlackItalic
    /BauerBodoniBT-Bold
    /BauerBodoniBT-BoldCondensed
    /BauerBodoniBT-BoldItalic
    /BauerBodoniBT-Italic
    /BauerBodoniBT-Roman
    /BauerBodoniBT-Titling
    /BauhausITCbyBT-Bold
    /BauhausITCbyBT-Heavy
    /BauhausITCbyBT-Light
    /BauhausITCbyBT-Medium
    /BeehivePSMT
    /BellCentennialBT-Address
    /BellCentennialBT-BoldListing
    /BellCentennialBT-NameAndNumber
    /BellGothicBT-Black
    /BellGothicBT-Bold
    /BellGothicBT-Roman
    /BelweBT-Bold
    /BelweBT-Light
    /BelweBT-Medium
    /BelweBT-RomanCondensed
    /BenguiatGothicITCbyBT-Bold
    /BenguiatGothicITCbyBT-BoldItal
    /BenguiatGothicITCbyBT-Book
    /BenguiatGothicITCbyBT-BookItal
    /BenguiatITCbyBT-Bold
    /BenguiatITCbyBT-BoldItalic
    /BenguiatITCbyBT-Book
    /BenguiatITCbyBT-BookItalic
    /BergellLetPlain
    /BernhardBoldCondensedBT-Regular
    /BernhardFashionBT-Regular
    /BernhardModernBT-Bold
    /BernhardModernBT-BoldItalic
    /BernhardModernBT-Italic
    /BernhardModernBT-Roman
    /BernhardTangoBT-Regular
    /BertramLetPlain
    /BibleScrT
    /BinnerD
    /Blackletter686BT-Regular
    /BlacklightD
    /BlippoBT-Black
    /BodoniBT-Bold
    /BodoniBT-BoldCondensed
    /BodoniBT-BoldItalic
    /BodoniBT-Book
    /BodoniBT-BookItalic
    /BodoniBT-Italic
    /BodoniBT-Roman
    /BoinkLetPlain
    /BookAntiqua
    /BookAntiqua-Bold
    /BookAntiqua-BoldItalic
    /BookAntiqua-Italic
    /BookmanITCbyBT-Demi
    /BookmanITCbyBT-DemiItalic
    /BookmanITCbyBT-Light
    /BookmanITCbyBT-LightItalic
    /BookmanOldStyle
    /BookmanOldStyle-Bold
    /BookmanOldStyle-BoldItalic
    /BookmanOldStyle-Italic
    /BornBold
    /Braille
    /BremenBT-Black
    /BremenBT-Bold
    /BroadwayBT-Regular
    /BroadwayEngravedBT-Regular
    /BrodyD
    /BronxLetPlain
    /BruceOldStyleBT-Italic
    /BruceOldStyleBT-Roman
    /Brush445BT-Regular
    /Brush738BT-RegularA
    /BrushScriptBT-Regular
    /BulmerBT-Italic
    /BulmerBT-Roman
    /BusoramaITCbyBT-Medium
    /BusterD
    /BuxomD
    /CalisMTBol
    /CalistoMT
    /CalistoMT-BoldItalic
    /CalistoMT-Italic
    /Calligraphic421BT-RomanB
    /Calligraphic810BT-Italic
    /Calligraphic810BT-Roman
    /CamelliaD
    /CandidaBT-Bold
    /CandidaBT-Italic
    /CandidaBT-Roman
    /CarminaBT-Black
    /CarminaBT-BlackItalic
    /CarminaBT-Bold
    /CarminaBT-BoldItalic
    /CarminaBT-Light
    /CarminaBT-LightItalic
    /CarminaBT-Medium
    /CarminaBT-MediumItalic
    /Caslon224ITCbyBT-Bold
    /Caslon224ITCbyBT-BoldItalic
    /Caslon224ITCbyBT-Book
    /Caslon224ITCbyBT-BookItalic
    /Caslon540BT-Italic
    /Caslon540BT-Roman
    /CaslonBT-Bold
    /CaslonBT-BoldItalic
    /CaslonOldFaceBT-Heavy
    /CaslonOldFaceBT-Italic
    /CaslonOpenfaceBT-Regular
    /CastleT-Bold
    /CastleT-Book
    /CastleT-Ligh
    /CastleT-Ultr
    /CataneoBT-Bold
    /CataneoBT-Light
    /CataneoBT-Regular
    /CataneoBT-RegularSwash
    /CaxtonBT-Bold
    /CaxtonBT-BoldItalic
    /CaxtonBT-Book
    /CaxtonBT-BookItalic
    /CaxtonBT-Light
    /CaxtonBT-LightItalic
    /Century725BT-Black
    /Century725BT-Bold
    /Century725BT-BoldCondensed
    /Century725BT-Italic
    /Century725BT-Roman
    /Century725BT-RomanCondensed
    /Century731BT-BoldA
    /Century731BT-BoldItalicA
    /Century731BT-ItalicA
    /Century731BT-RomanA
    /Century751BT-ItalicB
    /Century751BT-RomanB
    /CenturyExpandedBT-Bold
    /CenturyExpandedBT-BoldItalic
    /CenturyExpandedBT-Italic
    /CenturyExpandedBT-Roman
    /CenturyGothic
    /CenturyGothic-Bold
    /CenturyGothic-BoldItalic
    /CenturyGothic-Italic
    /CenturyOldstyleBT-Bold
    /CenturyOldstyleBT-Italic
    /CenturyOldstyleBT-Roman
    /CenturySchoolbook
    /CenturySchoolbook-Bold
    /CenturySchoolbook-BoldItalic
    /CenturySchoolbookBT-Bold
    /CenturySchoolbookBT-BoldCond
    /CenturySchoolbookBT-BoldItalic
    /CenturySchoolbookBT-Italic
    /CenturySchoolbookBT-Monospace
    /CenturySchoolbookBT-Roman
    /CenturySchoolbook-Italic
    /CharterBT-Black
    /CharterBT-BlackItalic
    /CharterBT-Bold
    /CharterBT-BoldItalic
    /CharterBT-Italic
    /CharterBT-Roman
    /Charting
    /CheckNums-MICR
    /CheltenhamBT-Bold
    /CheltenhamBT-BoldCondensed
    /CheltenhamBT-BoldCondItalic
    /CheltenhamBT-BoldExtraCondensed
    /CheltenhamBT-BoldHeadline
    /CheltenhamBT-BoldItalic
    /CheltenhamBT-BoldItalicHeadline
    /CheltenhamBT-Italic
    /CheltenhamBT-Roman
    /CheltenhamITCbyBT-Bold
    /CheltenhamITCbyBT-BoldItalic
    /CheltenhamITCbyBT-Book
    /CheltenhamITCbyBT-BookItalic
    /Chesterfield
    /ChiselD
    /CircleD
    /CityD-Bold
    /CityD-Ligh
    /CityD-Medi
    /ClarendonBT-Black
    /ClarendonBT-Bold
    /ClarendonBT-BoldCondensed
    /ClarendonBT-Heavy
    /ClarendonBT-Light
    /ClarendonBT-Roman
    /ClarendonBT-RomanCondensed
    /Classic
    /ClassicalGaramondBT-Bold
    /ClassicalGaramondBT-BoldItalic
    /ClassicalGaramondBT-Italic
    /ClassicalGaramondBT-Roman
    /Clocks
    /CloisterBlackBT-Regular
    /CloisterOpenFaceBT-Regular
    /ComicSansMS
    /ComicSansMS-Bold
    /CommercialScriptBT-Regular
    /CompactaBT-Black
    /CompactaBT-Bold
    /CompactaBT-BoldItalic
    /CompactaBT-Italic
    /CompactaBT-Light
    /CompactaBT-Roman
    /Composer
    /CooperBT-Black
    /CooperBT-BlackHeadline
    /CooperBT-BlackItalic
    /CooperBT-BlackItalicHeadline
    /CooperBT-BlackOutline
    /CooperBT-Bold
    /CooperBT-BoldItalic
    /CooperBT-Light
    /CooperBT-LightItalic
    /CooperBT-Medium
    /CooperBT-MediumItalic
    /CopperplateGothic-Bold
    /CopperplateGothicBT-Bold
    /CopperplateGothicBT-BoldCond
    /CopperplateGothicBT-Heavy
    /CopperplateGothicBT-Roman
    /CopperplateGothicBT-RomanCond
    /CopperplateGothic-Light
    /CountdownD
    /Courier
    /Courier10PitchBT-Bold
    /Courier10PitchBT-BoldItalic
    /Courier10PitchBT-Italic
    /Courier10PitchBT-Roman
    /Courier-Bold
    /Courier-BoldOblique
    /CourierNewPS-BoldItalicMT
    /CourierNewPS-BoldMT
    /CourierNewPS-ItalicMT
    /CourierNewPSMT
    /Courier-Oblique
    /CroissantD
    /CurlzMT
    /CushingITCbyBT-Heavy
    /CushingITCbyBT-HeavyItalic
    /DanceItalic
    /DavidaBoldBT-Regular
    /Decorated035BT-Regular
    /DellaRobbiaBT-Bold
    /DellaRobbiaBT-Roman
    /DeVinneBT-Italic
    /DeVinneBT-ItalicText
    /DeVinneBT-Roman
    /DeVinneBT-Text
    /DexGothicD
    /DextorD
    /DextorOutD
    /DfCalligraphicOrnamentsLetPlain
    /DfDiversionsLetPlain
    /DfDiversitiesLetPlain
    /DingbatsTwo
    /DiskusD-Medi
    /DL-Manel
    /Docu
    /DomBoldBT-Regular
    /DomCasualBT-Regular
    /DomDiagonalBT-Bold
    /DomDiagonalBT-Regular
    /Dutch766BT-BoldA
    /Dutch766BT-ItalicA
    /Dutch766BT-RomanA
    /Dutch801BT-Bold
    /Dutch801BT-BoldItalic
    /Dutch801BT-ExtraBold
    /Dutch801BT-ExtraBoldItalic
    /Dutch801BT-Italic
    /Dutch801BT-ItalicHeadline
    /Dutch801BT-Roman
    /Dutch801BT-RomanHeadline
    /Dutch801BT-SemiBold
    /Dutch801BT-SemiBoldItalic
    /Dutch809BT-BoldC
    /Dutch809BT-ItalicC
    /Dutch809BT-RomanC
    /Dutch823BT-BoldB
    /Dutch823BT-BoldItalicB
    /Dutch823BT-ItalicB
    /Dutch823BT-RomanB
    /EckmannD
    /Egyptian505BT-Bold
    /Egyptian505BT-Light
    /Egyptian505BT-Medium
    /Egyptian505BT-Roman
    /Egyptian710BT-RegularA
    /ElegantGaramondBT-Bold
    /ElegantGaramondBT-Italic
    /ElegantGaramondBT-Roman
    /Elephant-Regular
    /EmbassyBT-Regular
    /Emboss-Normal
    /EmpireBT-Regular
    /EnglischeSchT-Bold
    /EnglischeSchT-DemiBold
    /EnglischeSchT-Regu
    /English111AdagioBT-Regular
    /English111PrestoBT-Regular
    /English111VivaceBT-Regular
    /English157BT-Regular
    /EngraversGothicBT-Regular
    /EngraversMT
    /EngraversOldEnglishBT-Bold
    /EngraversOldEnglishBT-Regular
    /EngraversRomanBT-Bold
    /EngraversRomanBT-Regular
    /EnviroD
    /ErasITC-Bold
    /ErasITCbyBT-Bold
    /ErasITCbyBT-Book
    /ErasITCbyBT-Demi
    /ErasITCbyBT-Light
    /ErasITCbyBT-Medium
    /ErasITCbyBT-Ultra
    /ErasITC-Demi
    /ErasITC-Light
    /ErasITC-Medium
    /Euclid
    /Euclid-Bold
    /Euclid-BoldItalic
    /EuclidExtra
    /EuclidExtra-Bold
    /EuclidFraktur
    /EuclidFraktur-Bold
    /Euclid-Italic
    /EuclidMathOne
    /EuclidMathOne-Bold
    /EuclidMathTwo
    /EuclidMathTwo-Bold
    /EuclidSymbol
    /EuclidSymbol-Bold
    /EuclidSymbol-BoldItalic
    /EuclidSymbol-Italic
    /EuroSig
    /EuroSigMon
    /EwieD
    /Exotic350BT-Bold
    /Exotic350BT-DemiBold
    /Exotic350BT-Light
    /FelixTitlingMT
    /Fences
    /FencesPlain
    /FeniceITCbyBT-Bold
    /FeniceITCbyBT-BoldItalic
    /FeniceITCbyBT-Regular
    /FeniceITCbyBT-RegularItalic
    /FetteFraD
    /FlamencoD
    /FlamencoInlD
    /Flareserif821BT-Bold
    /Flareserif821BT-Light
    /Flareserif821BT-Roman
    /FlashD-Bold
    /FlashD-Ligh
    /FlemishScriptBT-Regular
    /FolioBT-Bold
    /FolioBT-BoldCondensed
    /FolioBT-Book
    /FolioBT-ExtraBold
    /FolioBT-Light
    /FolioBT-LightItalic
    /FolioBT-Medium
    /FolliesLetPlain
    /Formal436BT-Regular
    /FormalScript421BT-Regular
    /ForteMT
    /FrakturBT-Regular
    /FrankfurterHigD
    /FranklinGothic-Book
    /FranklinGothic-BookItalic
    /FranklinGothic-Demi
    /FranklinGothic-DemiCond
    /FranklinGothic-DemiItalic
    /FranklinGothic-Heavy
    /FranklinGothic-HeavyItalic
    /FranklinGothicITCbyBT-Book
    /FranklinGothicITCbyBT-BookItal
    /FranklinGothicITCbyBT-Demi
    /FranklinGothicITCbyBT-DemiItal
    /FranklinGothicITCbyBT-Heavy
    /FranklinGothicITCbyBT-HeavyItal
    /FranklinGothic-Medium
    /FranklinGothic-MediumCond
    /FranklinGothic-MediumItalic
    /Freeform710BT-Regular
    /Freeform721BT-Black
    /Freeform721BT-BlackItalic
    /Freeform721BT-Bold
    /Freeform721BT-BoldItalic
    /Freeform721BT-Italic
    /Freeform721BT-Roman
    /Freehand471BT-Regular
    /Freehand521BT-RegularC
    /Freehand575BT-RegularB
    /Freehand591BT-RegularA
    /FreestyleScrD
    /FreestyleScriptITC-Bold
    /FrenchScriptMT
    /FrizQuadrataITCbyBT-Bold
    /FrizQuadrataITCbyBT-Roman
    /Frutiger-Black
    /Frutiger-Bold
    /Frutiger-Roman
    /FrysBaskervilleBT-Roman
    /FuturaBlackBT-Regular
    /FuturaBT-Bold
    /FuturaBT-BoldCondensed
    /FuturaBT-BoldCondensedItalic
    /FuturaBT-BoldItalic
    /FuturaBT-Book
    /FuturaBT-BookItalic
    /FuturaBT-ExtraBlack
    /FuturaBT-ExtraBlackCondensed
    /FuturaBT-ExtraBlackCondItalic
    /FuturaBT-ExtraBlackItalic
    /FuturaBT-Heavy
    /FuturaBT-HeavyItalic
    /FuturaBT-Light
    /FuturaBT-LightCondensed
    /FuturaBT-LightItalic
    /FuturaBT-Medium
    /FuturaBT-MediumCondensed
    /FuturaBT-MediumItalic
    /GalliardITCbyBT-Bold
    /GalliardITCbyBT-BoldItalic
    /GalliardITCbyBT-Italic
    /GalliardITCbyBT-Roman
    /GandoBT-Regular
    /Garamond
    /Garamond-Bold
    /Garamond-Italic
    /GaramondITCbyBT-Bold
    /GaramondITCbyBT-BoldCondensed
    /GaramondITCbyBT-BoldCondItalic
    /GaramondITCbyBT-BoldItalic
    /GaramondITCbyBT-Book
    /GaramondITCbyBT-BookCondensed
    /GaramondITCbyBT-BookCondItalic
    /GaramondITCbyBT-BookItalic
    /GaramondNo4CyrTCY-Ligh
    /GaramondNo4CyrTCY-LighItal
    /GaramondNo4CyrTCY-Medi
    /Geometric212BT-Book
    /Geometric212BT-BookCondensed
    /Geometric212BT-Heavy
    /Geometric212BT-HeavyCondensed
    /Geometric231BT-BoldC
    /Geometric231BT-HeavyC
    /Geometric231BT-LightC
    /Geometric231BT-RomanC
    /Geometric415BT-BlackA
    /Geometric415BT-BlackItalicA
    /Geometric415BT-LiteA
    /Geometric415BT-LiteItalicA
    /Geometric415BT-MediumA
    /Geometric415BT-MediumItalicA
    /Geometric706BT-BlackB
    /Geometric706BT-BlackCondensedB
    /Geometric706BT-BoldCondensedB
    /Geometric706BT-MediumB
    /Geometric885BT-RegularD
    /GeometricSlab703BT-Bold
    /GeometricSlab703BT-BoldCond
    /GeometricSlab703BT-BoldItalic
    /GeometricSlab703BT-Light
    /GeometricSlab703BT-LightItalic
    /GeometricSlab703BT-Medium
    /GeometricSlab703BT-MediumCond
    /GeometricSlab703BT-MediumItalic
    /GeometricSlab703BT-XtraBold
    /GeometricSlab703BT-XtraBoldCond
    /GeometricSlab703BT-XtraBoldItal
    /GeometricSlab712BT-BoldA
    /GeometricSlab712BT-ExtraBoldA
    /GeometricSlab712BT-LightA
    /GeometricSlab712BT-LightItalicA
    /GeometricSlab712BT-MediumA
    /GeometricSlab712BT-MediumItalA
    /Georgia
    /Georgia-Bold
    /Georgia-BoldItalic
    /Georgia-Italic
    /GildeSorts
    /GillSansMT
    /GillSansMT-Bold
    /GillSansMT-BoldItalic
    /GillSansMT-Condensed
    /GillSansMT-ExtraCondensedBold
    /GillSansMT-Italic
    /GillSansMT-UltraBoldCondensed
    /GillSans-UltraBold
    /GlaserSteD
    /GloucesterMT-ExtraCondensed
    /GorillaITCbyBT-Regular
    /Gothic720BT-BoldB
    /Gothic720BT-BoldItalicB
    /Gothic720BT-ItalicB
    /Gothic720BT-LightB
    /Gothic720BT-LightItalicB
    /Gothic720BT-RomanB
    /Gothic725BT-BlackA
    /Gothic725BT-BoldA
    /Gothic821CondensedBT-Regular
    /GothicNo13BT-Regular
    /GoudyCatalogueBT-Regular
    /GoudyHandtooledBT-Regular
    /GoudyOldStyleBT-Bold
    /GoudyOldStyleBT-BoldItalic
    /GoudyOldStyleBT-ExtraBold
    /GoudyOldStyleBT-Italic
    /GoudyOldStyleBT-Roman
    /GoudyOldStyleT-Bold
    /GoudyOldStyleT-Italic
    /GoudyOldStyleT-Regular
    /GoudySansITCbyBT-Black
    /GoudySansITCbyBT-BlackItalic
    /GoudySansITCbyBT-Bold
    /GoudySansITCbyBT-BoldItalic
    /GoudySansITCbyBT-Light
    /GoudySansITCbyBT-LightItalic
    /GoudySansITCbyBT-Medium
    /GoudySansITCbyBT-MediumItalic
    /Greek-WSI
    /GriffonPSMT
    /GrizzlyITCbyBT-Regular
    /GrouchITCbyBT-Regular
    /Haettenschweiler
    /HandelGotD-Bold
    /HandelGotD-Ligh
    /HandelGothicBT-Regular
    /Hardcore
    /HarlowD
    /HazelLetPlain
    /HehenHebT-Bold
    /Helvetica
    /Helvetica-Bold
    /Helvetica-BoldOblique
    /Helvetica-Oblique
    /HoboBT-Regular
    /HomePlanning
    /HomePlanning2
    /HoratioD-Bold
    /HoratioD-Ligh
    /HoratioD-Medi
    /HorndonD
    /Humanist521BT-Bold
    /Humanist521BT-BoldCondensed
    /Humanist521BT-BoldItalic
    /Humanist521BT-ExtraBold
    /Humanist521BT-Italic
    /Humanist521BT-Light
    /Humanist521BT-LightItalic
    /Humanist521BT-Roman
    /Humanist521BT-RomanCondensed
    /Humanist521BT-UltraBold
    /Humanist521BT-XtraBoldCondensed
    /Humanist531BT-BlackA
    /Humanist531BT-BoldA
    /Humanist531BT-RomanA
    /Humanist531BT-UltraBlackA
    /Humanist777BT-BlackB
    /Humanist777BT-BlackItalicB
    /Humanist777BT-BoldB
    /Humanist777BT-BoldItalicB
    /Humanist777BT-ItalicB
    /Humanist777BT-LightB
    /Humanist777BT-LightItalicB
    /Humanist777BT-RomanB
    /Humanist970BT-BoldC
    /Humanist970BT-RomanC
    /HumanistSlabserif712BT-Black
    /HumanistSlabserif712BT-Bold
    /HumanistSlabserif712BT-Italic
    /HumanistSlabserif712BT-Roman
    /HuxleyVerticalBT-Regular
    /IceAgeD
    /Impact
    /ImperialBT-Bold
    /ImperialBT-Italic
    /ImperialBT-Roman
    /ImpressBT-Regular
    /ImprintMT-Shadow
    /Incised901BT-Black
    /Incised901BT-Bold
    /Incised901BT-BoldCondensed
    /Incised901BT-Compact
    /Incised901BT-Italic
    /Incised901BT-Light
    /Incised901BT-Nord
    /Incised901BT-NordItalic
    /Incised901BT-Roman
    /Industrial736BT-Italic
    /Industrial736BT-Roman
    /Informal011BT-Black
    /Informal011BT-Roman
    /IowanOldStyleBT-Black
    /IowanOldStyleBT-BlackItalic
    /IowanOldStyleBT-Bold
    /IowanOldStyleBT-BoldItalic
    /IowanOldStyleBT-Italic
    /IowanOldStyleBT-Roman
    /Ipa-samdUclphon1SILDoulosL
    /Ipa-samdUclphon1SILDoulosLBold
    /Ipa-samdUclphon1SILDoulosLBoldItalic
    /Ipa-samdUclphon1SILDoulosLItalic
    /Ipa-sammUclphon1SILManuscriptL
    /Ipa-sammUclphon1SILManuscriptLBold
    /Ipa-sammUclphon1SILManuscriptLBoldItalic
    /Ipa-sammUclphon1SILManuscriptLItalic
    /Ipa-samsUclphon1SILSophiaL
    /Ipa-samsUclphon1SILSophiaLBold
    /Ipa-samsUclphon1SILSophiaLItalic
    /Japanese-Generic1
    /Jazz
    /KabarettD
    /KabelITCbyBT-Book
    /KabelITCbyBT-Demi
    /KabelITCbyBT-Medium
    /KabelITCbyBT-Ultra
    /KaufmannBT-Bold
    /KaufmannBT-Regular
    /Kidnap
    /KingTut1
    /KingTut2
    /KisBT-Italic
    /KisBT-Roman
    /Korean-Generic1
    /KorinnaITCbyBT-Bold
    /KorinnaITCbyBT-KursivBold
    /KorinnaITCbyBT-KursivRegular
    /KorinnaITCbyBT-Regular
    /Kuenstler480BT-Black
    /Kuenstler480BT-Bold
    /Kuenstler480BT-BoldItalic
    /Kuenstler480BT-Italic
    /Kuenstler480BT-Roman
    /KunstlerschreibschD-Bold
    /KunstlerschreibschD-Medi
    /LandscapePlanning
    /Lapidary333BT-Black
    /Lapidary333BT-Bold
    /Lapidary333BT-BoldItalic
    /Lapidary333BT-Italic
    /Lapidary333BT-Roman
    /LasVegasD
    /Latin725BT-Bold
    /Latin725BT-BoldItalic
    /Latin725BT-Italic
    /Latin725BT-Medium
    /Latin725BT-MediumItalic
    /Latin725BT-Roman
    /LatinExtraCondensedBT-Regular
    /LatinWidD
    /LcdD
    /LeawoodITCbyBT-Book
    /LeawoodITCbyBT-BookItalic
    /LetterGothic12PitchBT-Bold
    /LetterGothic12PitchBT-BoldItal
    /LetterGothic12PitchBT-Italic
    /LetterGothic12PitchBT-Roman
    /LetterGothicMT
    /LetterGothicMT-Bold
    /LetterGothicMT-BoldOblique
    /LetterGothicMT-Oblique
    /LibertyBT-Regular
    /LibertyD
    /LibraBT-Regular
    /LifeBT-Bold
    /LifeBT-BoldItalic
    /LifeBT-Italic
    /LifeBT-Roman
    /Lithograph
    /Lithograph-Bold
    /LithographLight
    /Love
    /LubalinGraphITCbyBT-Bold
    /LubalinGraphITCbyBT-Book
    /LubalinGraphITCbyBT-Medium
    /LubalinGraphITCbyBT-XtraLight
    /LuciaBT-Regular
    /LucidaConsole
    /LucidaSans
    /LucidaSans-Demi
    /LucidaSans-DemiItalic
    /LucidaSans-Italic
    /LucidaSans-Typewriter
    /LucidaSans-TypewriterBold
    /LucidaSans-TypewriterBoldOblique
    /LucidaSans-TypewriterOblique
    /LucidaSansUnicode
    /LydianBT-Bold
    /LydianBT-BoldItalic
    /LydianBT-Italic
    /LydianBT-Roman
    /LydianCursiveBT-Regular
    /MachineITCbyBT-Regular
    /MaiandraGD-Regular
    /MandarinD
    /Map-Symbols
    /MariageD
    /MattAntiqueBT-Bold
    /MattAntiqueBT-Italic
    /MattAntiqueBT-Roman
    /Mega
    /MetropolitainesD
    /MICR10byBT-Regular
    /MICR12byBT-Regular
    /MICR13byBT-Regular
    /MicrogrammaD-BoldExte
    /MicrogrammaD-MediExte
    /MilanoLet
    /Minion-Web
    /MiraraeBT-Bold
    /MiraraeBT-Roman
    /MisterEarlBT-Regular
    /Modern20BT-ItalicB
    /Modern20BT-RomanB
    /Modern735BT-RomanA
    /Modern880BT-Bold
    /Modern880BT-Italic
    /Modern880BT-Roman
    /MonaLisaRecutITC-Normal
    /Monospace821BT-Bold
    /Monospace821BT-BoldItalic
    /Monospace821BT-Italic
    /Monospace821BT-Roman
    /Monotypecom
    /MonotypeSorts
    /MorseCode
    /MotterFemD
    /MSOutlook
    /MT-Extra
    /MT-Symbol
    /MT-Symbol-Italic
    /MurrayHillBT-Bold
    /Music
    /NevisonCasD
    /Newage
    /NewBaskervilleITCbyBT-Bold
    /NewBaskervilleITCbyBT-BoldItal
    /NewBaskervilleITCbyBT-Italic
    /NewBaskervilleITCbyBT-Roman
    /News701BT-BoldA
    /News701BT-ItalicA
    /News701BT-RomanA
    /News702BT-Bold
    /News702BT-BoldItalic
    /News702BT-Italic
    /News702BT-Roman
    /News705BT-BoldB
    /News705BT-BoldItalicB
    /News705BT-ItalicB
    /News705BT-RomanB
    /News706BT-BoldC
    /News706BT-ItalicC
    /News706BT-RomanC
    /NewsGothicBT-Bold
    /NewsGothicBT-BoldCondensed
    /NewsGothicBT-BoldCondItalic
    /NewsGothicBT-BoldExtraCondensed
    /NewsGothicBT-BoldItalic
    /NewsGothicBT-Demi
    /NewsGothicBT-DemiItalic
    /NewsGothicBT-ExtraCondensed
    /NewsGothicBT-Italic
    /NewsGothicBT-ItalicCondensed
    /NewsGothicBT-Light
    /NewsGothicBT-LightItalic
    /NewsGothicBT-Roman
    /NewsGothicBT-RomanCondensed
    /NewtextITCbyBT-Regular
    /NewtextITCbyBT-RegularItalic
    /NicolasCocT-Blac
    /NicolasCocT-Regu
    /NicolasCocT-ReguItal
    /NimbusRomDGR-Bold
    /NimbusRomDGR-BoldItal
    /NimbusRomDGR-Regu
    /NimbusRomDGR-ReguItal
    /NormandeBT-Italic
    /NormandeBT-Roman
    /NovareseITCbyBT-Bold
    /NovareseITCbyBT-BoldItalic
    /NovareseITCbyBT-Book
    /NovareseITCbyBT-BookItalic
    /Nowdance
    /NuptialBT-Regular
    /OCRAbyBT-Regular
    /OCRAExtended
    /OCRB10PitchBT-Regular
    /OfficePlanning
    /OkayD
    /OldTowneNo536D
    /OnyxBT-Regular
    /OrandaBT-Bold
    /OrandaBT-BoldCondensed
    /OrandaBT-BoldItalic
    /OrandaBT-Italic
    /OrandaBT-Roman
    /OrandaBT-RomanCondensed
    /OratorBT-FifteenPitch
    /OratorBT-TenPitch
    /OrbitBbyBT-Regular
    /OriginalGaramondBT-Bold
    /OriginalGaramondBT-BoldItalic
    /OriginalGaramondBT-Italic
    /OriginalGaramondBT-Roman
    /OzHandicraftBT-Roman
    /PabloLetPlain
    /PalaceScriptMT
    /ParisianBT-Regular
    /ParkAvenueBT-Regular
    /Perpetua
    /PerpetuaTitlingMT-Light
    /Petra
    /PhotoBold
    /PhyllisD
    /Pica10PitchBT-Roman
    /PioneerITCbyBT-Regular
    /PiranesiItalicBT-Regular
    /PlaybillBT-Regular
    /PlayingCards
    /PlazaD-Regu
    /Pop
    /PosterBodoniBT-Italic
    /PosterBodoniBT-Roman
    /Present
    /Prestige12PitchBT-Bold
    /Prestige12PitchBT-BoldItalic
    /Prestige12PitchBT-Italic
    /Prestige12PitchBT-Roman
    /PrincetownD
    /PSL-TX
    /PTBarnumBT-Regular
    /PumpTriD
    /QuicksilverITC-Normal
    /QuillScript-Normal
    /QuorumITCbyBT-Black
    /QuorumITCbyBT-Light
    /QuorumITCbyBT-Medium
    /RageItalic
    /RageItalicLetPlain
    /RaleighBT-Bold
    /RaleighBT-DemiBold
    /RaleighBT-ExtraBold
    /RaleighBT-Light
    /RaleighBT-Medium
    /RaleighBT-Roman
    /Rap
    /Remember
    /RevueBT-Regular
    /Ribbon131BT-Bold
    /Ribbon131BT-Regular
    /Rock
    /Rockwell-Bold
    /Rockwell-Condensed
    /Rockwell-CondensedBold
    /Rockwell-ExtraBold
    /Rockwell-Italic
    /RomanaBT-Bold
    /RomanaBT-Roman
    /RubberStampLetPlain
    /SchadowBT-Black
    /SchadowBT-BlackCondensed
    /SchadowBT-Bold
    /SchadowBT-Light
    /SchadowBT-LightCursive
    /SchadowBT-Roman
    /SchneidlerBT-Black
    /SchneidlerBT-BlackItalic
    /SchneidlerBT-Bold
    /SchneidlerBT-BoldItalic
    /SchneidlerBT-Italic
    /SchneidlerBT-Light
    /SchneidlerBT-LightItalic
    /SchneidlerBT-Medium
    /SchneidlerBT-MediumItalic
    /SchneidlerBT-Roman
    /ScribaLetPlain
    /Script12PitchBT-Roman
    /ScriptMTBold
    /SeagullBT-Bold
    /SeagullBT-Heavy
    /SeagullBT-Light
    /SeagullBT-Medium
    /Semaphore
    /SerifaBT-Black
    /SerifaBT-Bold
    /SerifaBT-BoldCondensed
    /SerifaBT-Italic
    /SerifaBT-Light
    /SerifaBT-LightItalic
    /SerifaBT-Roman
    /SerifaBT-Thin
    /SerifaBT-ThinItalic
    /SerpentineD-Bold
    /SerpentineD-BoldItal
    /ShotgunBlanksBT-Regular
    /ShotgunBT-Regular
    /SignLanguage
    /Signs
    /Slicker
    /SlipstreamLetPlain
    /SloganD
    /SnellBT-Black
    /SnellBT-Bold
    /SnellBT-Regular
    /Software
    /SouvenirITCbyBT-Demi
    /SouvenirITCbyBT-DemiItalic
    /SouvenirITCbyBT-Light
    /SouvenirITCbyBT-LightItalic
    /Square721Blk-Italic
    /Square721Blk-Normal
    /Square721-BoldItalic
    /Square721BT-Bold
    /Square721BT-BoldCondensed
    /Square721BT-BoldExtended
    /Square721BT-Roman
    /Square721BT-RomanCondensed
    /Square721BT-RomanExtended
    /Square721Demi-Italic
    /SquareSlabserif711BT-Bold
    /SquareSlabserif711BT-Light
    /SquareSlabserif711BT-Medium
    /SquireD-Bold
    /SquireD-Regu
    /Staccato222BT-Regular
    /Staccato555BT-RegularA
    /StencilBT-Regular
    /StopD
    /StuyvesantBT-Regular
    /StymieBT-Bold
    /StymieBT-BoldItalic
    /StymieBT-ExtraBold
    /StymieBT-ExtraBoldCondensed
    /StymieBT-Light
    /StymieBT-LightItalic
    /StymieBT-Medium
    /StymieBT-MediumItalic
    /Swiss721BT-Black
    /Swiss721BT-BlackCondensed
    /Swiss721BT-BlackCondensedItalic
    /Swiss721BT-BlackExtended
    /Swiss721BT-BlackItalic
    /Swiss721BT-BlackOutline
    /Swiss721BT-BlackRounded
    /Swiss721BT-Bold
    /Swiss721BT-BoldCondensed
    /Swiss721BT-BoldCondensedItalic
    /Swiss721BT-BoldCondensedOutline
    /Swiss721BT-BoldExtended
    /Swiss721BT-BoldItalic
    /Swiss721BT-BoldOutline
    /Swiss721BT-BoldRounded
    /Swiss721BT-Heavy
    /Swiss721BT-HeavyItalic
    /Swiss721BT-Italic
    /Swiss721BT-ItalicCondensed
    /Swiss721BT-Light
    /Swiss721BT-LightCondensed
    /Swiss721BT-LightCondensedItalic
    /Swiss721BT-LightExtended
    /Swiss721BT-LightItalic
    /Swiss721BT-Medium
    /Swiss721BT-MediumItalic
    /Swiss721BT-Roman
    /Swiss721BT-RomanCondensed
    /Swiss721BT-RomanExtended
    /Swiss721BT-Thin
    /Swiss721BT-ThinItalic
    /Swiss911BT-ExtraCompressed
    /Swiss911BT-UltraCompressed
    /Swiss921BT-RegularA
    /Sydnie
    /Symbol
    /SymbolMT
    /SymbolProportionalBT-Regular
    /TagLetPlain
    /Tahoma
    /Tahoma-Bold
    /TangoBT-Regular
    /Techno
    /Thanks
    /Thehits
    /ThunderbirdBT-Regular
    /TiffanyITCbyBT-Demi
    /TiffanyITCbyBT-DemiItalic
    /TiffanyITCbyBT-Heavy
    /TiffanyITCbyBT-HeavyItalic
    /TiffanyITCbyBT-Light
    /TiffanyITCbyBT-LightItalic
    /TigerRagLetPlain
    /Times-Bold
    /Times-BoldItalic
    /TimeScrD-Bold
    /TimeScrD-Ligh
    /TimeScrD-Medi
    /Times-Italic
    /TimesNewRomanMT-ExtraBold
    /TimesNewRomanPS-BoldItalicMT
    /TimesNewRomanPS-BoldMT
    /TimesNewRomanPS-ItalicMT
    /TimesNewRomanPSMT
    /Times-Roman
    /Transitional511BT-Bold
    /Transitional511BT-BoldItalic
    /Transitional511BT-Italic
    /Transitional511BT-Roman
    /Transitional521BT-BoldA
    /Transitional521BT-CursiveA
    /Transitional521BT-RomanA
    /Transitional551BT-MediumB
    /Transitional551BT-MediumItalicB
    /Trebuchet-BoldItalic
    /TrebuchetMS
    /TrebuchetMS-Bold
    /TrebuchetMS-Italic
    /TrumpetLite-Bold
    /TrumpetLite-BoldItalic
    /TrumpetLiteItalic
    /TrumpetLite-Normal
    /TwCenMT-Bold
    /TwCenMT-BoldItalic
    /TwCenMT-CondensedBold
    /TwCenMT-CondensedExtraBold
    /TwCenMT-CondensedMedium
    /TwCenMT-Medium
    /TwCenMT-MediumItalic
    /TypoUprightBT-Regular
    /UmbraBT-Regular
    /UniversityRomanBT-Bold
    /UniversityRomanBT-Regular
    /Unplug
    /URWWoodTypD
    /VAGRoundedBT-Regular
    /Venetian301BT-Demi
    /Venetian301BT-DemiItalic
    /Venetian301BT-Italic
    /Venetian301BT-Roman
    /Verdana
    /Verdana-Bold
    /Verdana-BoldItalic
    /Verdana-Italic
    /VictorianD
    /VinetaBT-Regular
    /VivaldiD
    /VladimirScrD
    /Webdings
    /WeddingTextBT-Regular
    /WeidemannITCbyBT-Bold
    /WeidemannITCbyBT-BoldItalic
    /WindsorBT-Elongated
    /WindsorBT-Light
    /WindsorBT-LightCondensed
    /WindsorBT-Outline
    /WindsorBT-Roman
    /Wingdings-Regular
    /Xmas
    /ZapfCalligraphic801BT-Bold
    /ZapfCalligraphic801BT-BoldItal
    /ZapfCalligraphic801BT-Italic
    /ZapfCalligraphic801BT-Roman
    /ZapfChanceryITCbyBT-Bold
    /ZapfChanceryITCbyBT-Demi
    /ZapfChanceryITCbyBT-Medium
    /ZapfChanceryITCbyBT-MediumItal
    /ZapfDingbats
    /ZapfDingbatsITCbyBT-Regular
    /ZapfElliptical711BT-Bold
    /ZapfElliptical711BT-BoldItalic
    /ZapfElliptical711BT-Italic
    /ZapfElliptical711BT-Roman
    /ZapfHumanist601BT-Bold
    /ZapfHumanist601BT-BoldItalic
    /ZapfHumanist601BT-Demi
    /ZapfHumanist601BT-DemiItalic
    /ZapfHumanist601BT-Italic
    /ZapfHumanist601BT-Roman
    /ZapfHumanist601BT-Ultra
    /ZapfHumanist601BT-UltraItalic
    /ZinjaroLetPlain
    /ZurichBT-Black
    /ZurichBT-BlackExtended
    /ZurichBT-BlackItalic
    /ZurichBT-Bold
    /ZurichBT-BoldCondensed
    /ZurichBT-BoldCondensedItalic
    /ZurichBT-BoldExtended
    /ZurichBT-BoldExtraCondensed
    /ZurichBT-BoldItalic
    /ZurichBT-ExtraBlack
    /ZurichBT-ExtraCondensed
    /ZurichBT-Italic
    /ZurichBT-ItalicCondensed
    /ZurichBT-Light
    /ZurichBT-LightCondensed
    /ZurichBT-LightCondensedItalic
    /ZurichBT-LightExtraCondensed
    /ZurichBT-LightItalic
    /ZurichBT-Roman
    /ZurichBT-RomanCondensed
    /ZurichBT-RomanExtended
    /ZurichBT-UltraBlackExtended
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages false
  /ColorImageMinResolution 150
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages false
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 350
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasGrayImages false
  /CropGrayImages false
  /GrayImageMinResolution 150
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages false
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasMonoImages false
  /CropMonoImages false
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects true
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /False

  /Description <<
    /ENU ()
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AllowImageBreaks true
      /AllowTableBreaks true
      /ExpandPage false
      /HonorBaseURL true
      /HonorRolloverEffect false
      /IgnoreHTMLPageBreaks false
      /IncludeHeaderFooter false
      /MarginOffset [
        0
        0
        0
        0
      ]
      /MetadataAuthor ()
      /MetadataKeywords ()
      /MetadataSubject ()
      /MetadataTitle ()
      /MetricPageSize [
        0
        0
      ]
      /MetricUnit /inch
      /MobileCompatible 0
      /Namespace [
        (Adobe)
        (GoLive)
        (8.0)
      ]
      /OpenZoomToHTMLFontSize false
      /PageOrientation /Portrait
      /RemoveBackground false
      /ShrinkContent true
      /TreatColorsAs /MainMonitorColors
      /UseEmbeddedProfiles false
      /UseHTMLTitleAsMetadata true
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /BleedOffset [
        0
        0
        0
        0
      ]
      /ConvertColors /NoConversion
      /DestinationProfileName (sRGB IEC61966-2.1)
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements true
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MarksOffset 6
      /MarksWeight 0.250000
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PageMarksFile /RomanDefault
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2540 2540]
  /PageSize [595.245 841.846]
>> setpagedevice


