Order Form: BSBO7 Qualifications

BSB20107 Certificate Il in Business
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Core Units: (1 Units)

Please tick required units

BSBOHS201A Participate in OHS processes

Elective Units: (Select a minimum of 11)

BSBADM101A Use business equipment and resources

BSBCMMZ201A Communicate in the workplace

BSBCUS201A Deliver a service to customers

BSBIND201A Work effectively in a business environment

BSBINM201A Process and maintain workplace information

BSBINM202A Handle mail

BSBINN201A Contribute to workplace innovation

BSBITU102A Develop keyboard skills

BSBITU201A Produce simple word processed documents

BSBITU202A Create and use spreadsheets

BSBITU203A Communicate electronically

BSBSUS201A Participate in environmentally sustainable work practices

BSBWOR202A Organise and complete daily work activities

BSBWOR203A Work effectively with others

BSBWOR204A Use business technology

BSB30107 Certificate Ill in Business

Core Units: (1 Units)

Please tick required units

BSBOHS201A Participate in OHS processes

Elective Units: (Select a minimum of 11)

BSBADM311A Maintain business resources

BSBCMM301A Process customer complaints

BSBCUS301A Deliver and monitor a service to customers

BSBDIV301A Work effectively with diversity

BSBFIA301A Maintain financial records

BSBINM301A Organise workplace information

BSBITU301A Create and use databases

BSBITU302A Create electronic presentations

BSBITU303A Design and produce text documents
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BSB30107 Certificate Ill in Business contd.
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Elective Units: (Select a minimum of 11) contd.

BSBITU306A Design and produce business documents

BSBPUR301A Purchase goods and services

BSBSUS301A Implement and monitor environmentally sustainable work

practices

BSBWOR301A Organise personal work priorities and development

BSBWRT301A Write simple documents

BSB30407 Certificate Ill in Business Administration

Core Units: (2 Units)

Please tick required units

BSBOHS201A Participate in OHS processes

BSBITU307A Develop keyboarding speed and accuracy

Administration Units: (Select a minimum of 7)

BSBADM307A Organise schedules

BSBITU302A Create electronic presentations

BSBITU303A Design and produce text documents

BSBITU304A Design and produce spreadsheets

BSBITU306A Design and produce business documents

BSBITU309A Produce desktop published documents

BSBWRT301A Write simple documents

Elective Units: (Select a minimum of 4)

BSBADM311A Maintain business resources

BSBCMM301A Process customer complaints

BSBINM301A Organise workplace information

BSBWOR301A Organise personal work priorities and development

BSBCUS301A Deliver and monitor a service to customers

BSBFIA301A Maintain financial records

BSBITU301A Create and use databases

Note: Units need only be purchased once. For example, if you purchase both the Certificate Il and

Il in business, BSBOHS201A only needs to be counted once.
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Order Summary:

(] BSB20107 Certificate Il in Business
[ BSB30107 Certificate Ill in Business
L BSB30407 Certificate 11l in Business Administration

Please send all orders (Order Form and Order Summary) by email or fax:

Email: assessaway@bigpond.com

Fax: 03 9889 8836
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Total Number of Core Units: e ———

Total Number of Elective Units: e ———

Total Price: (Total no of units X S275) s
Less 10% discount if at least one full qualification is purchased: e

Amount Due: e

Payment method:

U Direct Bank Transfer: Westpac Banking Corporation
BSB:
Account No:

U Cheque: All cheques should be made payable to Assess Away

All Assessment Tools will be sent to you on CD in both PDF and MSWord formats

We will endeavour to dispatch your order within two business days of receipt of payment.

Date Order Received Date Order Dispatched Database Updated
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