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Gateway Qualifications Level 2 Diploma in Business Administration
Principles of Business Document Production and Information Management – Lesson Plan
Tutor Guidance	
This session is designed to provide some of the knowledge and understanding to support the completion of this unit of the Level 2 Diploma in Business Administration. As you work through the session, activities are provided to support the collection of evidence for the knowledge unit with guidance as to the criteria they cover.
Although this lesson plan refers to ‘group’ the lesson may well be delivered to one learner at a time.
	Resources Required 	
	Handouts Required

	· Laptop and projector
· Pens and paper
· Copy of slides and procedures
· Highlighter pens and complaints
	· Activity 1 – Understand how to prepare business documents
· Activity 2 – Understand the distribution of business documents
· Activity 3 – Understand how information is managed in a business organisation
· Copy of matrix
· How to write a letter handout
· Business letter template handout
· Legislation for document production handout
· Taking meeting minutes handout
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	Slide
	Content
	Tutor Guidance
	Handout/Resources Required

	1
	Title Slide
	Welcome the group to the session.
Explain that most administrative roles require the administrator to produce documents in a number of formats, and as a result it is important you understand how to accurately produce different documents and manage the information contained within them.
Explain this session is designed to deliver a level of understanding on the production of business documents and the management of information. Explain the students will complete activities throughout the session which will provide some evidence for the unit.
Hand out a copy of the slides and the unit matrix
	Laptop and projector
Pens and paper
Copy of slides
Unit matrix

	2
	Aims of the session
	Discuss the aims of the session and agree these with the group.
	

	3
	Agenda
	Read through the points of the agenda. Explain the session is designed to develop an understanding of the key points contained within the unit.
	

	4
	What types of document do you produce in your role?
	Icebreaker
Split the group into pairs. Ask the group to produce a list of all the different documents they produce in their roles. Give 10 mins then feedback.
Explain this list will be revisited later in the session.
	

	5
	What business documents may need to be produced?
	Refer the group to their list of business documents and bring up each point on the slide. Give the additional information on their uses.
Business letters – These could be formal or informal and need to be laid out correctly including the address of the sender and recipient, date, salutation, correct use of paragraphs. You also need to ensure you follow any pre-determined business formats for the letter and print on appropriate headed paper.
Handout How to Write a Letter and the Business Letter template
Reports – You may need to produce a report to provide an overview of an activity. This will need to include a clear title, terms or reference, subheadings, findings, conclusions and recommendations. You may also need to include appendices for any associated documents. Again, you will need to check if there are any organisational requirements for the layout of the reports.
Emails – email has become one of the most common forms of communication within business due to its speed and efficiency. You will need to ensure you include the correct recipients and clearly identify the purpose of the email in the subject box. Most organisations will have a set signature requirement so you will need to ensure you are using this; also, make sure your proof read all emails before sending them!
Meeting minutes – it is highly likely you will be asked to take meeting minutes. You will need to ensure the information you write down is accurate and that you record the title, date, location, attendees, apologies, matters arising from the previous meeting, action points, records of business and the agreed details for the next meeting. Following the meeting you will need to type up your minutes and distribute to all attendees. There may be a set minutes’ format you will be required to use so you need to ensure this is completed.
Handout Taking Meeting Minutes
Lists – this could be planned attendees for an event or for some other purpose. You need to ensure these are in alphabetical order or numbered order to make them easy to use – consider if you can’t find what you are looking for on your list then is there a point to it?
Numerical information – you may need to produce charts, tables or graphs to represent numerical data. There is software that can help you with this but you will need ensure you double check the information just as you would a written document.
Instructions – You may be asked to produce instructions on how to do something. This will need to be in short phrases using numbers or bullet points and should be in chronological order. It is worth asking someone to follow them before you release to the organisation to ensure you have not missed anything.
Newsletters – If you are producing a newsletter you will need to consider the layout. You will want to ensure people read it so it will need to look interesting. You may want to use columns and images to make it more attractive.
Notices/adverts – there is no set format for these but your organisation may have its own specification so you will need to ensure you are following these.
	How to write a letter handout

Business letter template handout
Taking meeting minutes’ handout



	6
	What types of ICT software do you use for document production?
	Ask the group the question and then bring up the points.
Word processing – for letter writing and report production
Spreadsheets – for financial reports and graphical information
Database – for recording customer lists and information
Customised – for payroll or more specific activities
Presentation – for presentations both internally and externally
Desktop publishing – for production of marketing materials and newsletters
	

	7
	Why are agreed quality standards for document production important?
	Explain that, within an organisation, there will be a number of quality standards in place that must be followed when producing documents.
Ask the question then bring up the points on the slide and explain.
	

	8
	Why is document version control important?
	Ask the group if they understand what is meant by document version control and explain that this is demonstrated through the numbering of the document usually found in the footer and also within the title pages of the document.
Ask the group why they think this is important, then bring up the points on the slide.
	

	9
	Why is document authorisation important?
	Again, ask if the group understand what is meant by document authorisation and explain that this is where only designated or authorised people can make changes to a document. Ask why they think this will be important and bring up the points on the slide. Provide a brief explanation.
Accountability – if only one person makes the change they are accountable for the information contained within in it
Information is correct – if only one person is accountable for the information they are responsible for making sure the information is accurate and correct at all times
Confidentiality – the confidentiality of the information and sources of information can be maintained if only accessible by authorised personnel.
Consistency – if designated persons make changes, those changes will be consistent.
	

	10
	How does legislation affect the production and storage of documents?
	Ask the group if they know what legislation might impact on the production of documents.
Bring up the points on the slide and provide the explanation.
Security – Information must always be kept safely and securely. If you are producing a document you must ensure you do not breach security protocols, this could include using certain websites to research information and opening attachments from emails. If you do breach the security protocols the production and storage of the documents may have to be moved. The physical conditions need to be appropriate and maintained.
Data protection – You must ensure you follow the 8 points of data protection and must ensure information is stored correctly and accurately, is kept secure and is only used for the limited purposes.
Copyright – You must ensure you gain permission to use any information covered by copyright; this may include asking permission from your line manager or other departments, especially if there is a financial impact.
Intellectual property – There may be agreements over the intellectual ownership of information for example if you are using information from the internet. In this case, as with copyright, you may need to seek permission to use the information. For both copyright and intellectual property, it could be that the production of the document will take longer and you will need permission from multiple parties.
Handout legislation requirements
	Legislation for document production handout


	11
	How do you check the accuracy of documents?
	Ask the group to shout out how they can check accuracy then bring up the points.

	

	12
	Understand how to prepare business documents
	Hand out activity 1 – Understand how to prepare business documents
Give 15 mins to complete then feedback.
	Activity 1 – Understand how to prepare business documents

	13
	What are the different methods of document distribution?
	Ask the group for the 2 methods of distribution and then go through the points, ask if they have any others.
	

	14
	Understand the distribution of business documents
	Hand out Activity 2 – Understand the distribution of business documents
Give 20 mins to complete.
	Activity 2 – Understand the distribution of business documents

	15
	What types of information can be found in a business organisation?
	Ask the group the question then bring up the points on the slide.

	

	16
	Why is safe storage of information important?
	Ask the question then bring up the points and provide further explanation if required
	

	17
	Why is the efficient retrieval of information important?
	Again, ask the question and then bring up the points on the slide.

	

	18
	What are the key features of electronic storage systems?
	Ask the question and bring up the points

	

	19
	What are the key features of paper based storage systems?
	Again, ask the question and then bring up the points on the slide and provide additional explanation if required.

	

	20
	What are the legal requirements for storing information?
	Ask the question and bring up the points on the slide

	

	21
	Understand how information is managed in business organisations.
	Hand out activity 3 – Understand how information is managed in business organisations.
Give 15 mins to complete.

	Activity 3 – Understand how information is managed in business organisations

	22
	Aims of the session
	Review the session aims and agree if these have been met.
Explain that the activities completed can be referenced into the student portfolio and complete the unit.
	

	23
	Any questions
	Check if anyone has any additional questions.
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