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OBSERVATION CHECKLIST

TIME: 3 HOURS

INSTRUCTIONS TO THE ASSESSOR

1.

You are required to mark the practical as the candidate perform the tasks.

2. You are required to take video clips at critical points.
3.
4

. The candidate should not have any written material.

Ensure the candidate has a name tag and registration code at the back and front.
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OBSERVATION CHECKLIST
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Candidate’s Name

Candidate’s Registration Code

Assessor’s Name

Assessor’s Registration Code

Unit(s) of competency

Venue of Assessment

Date of assessment

Items to be evaluated: Please award
marks as appropriate. Give a brief

comment on your observation.

Marks

available

Marks

obtained

Comments

Task 1:

Create MS Excel tool to capture data
i.  Designed MS Excel Spreadsheet
with labels for month, sales, cost,
expenses
ii.  Captured monthly values for sales
iii.  Captured monthly values for cost
iv.  Captured monthly values for other
expenses

(Award marks as indicated = 10 marks)

Sub-total 1

10

Task 2:

Manipulate and analyse the data
i.  Developed an excel formula to
determine the profit for each
month. (Sales minus cost minus
expenses)
ii.  Displayed a row with profits for
12 months. Each profit value
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