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Information and Formatting Requirements
Production delay letter template
Content:
· Opening paragraph: thanking the customer for their purchase and informing there is a delay,
· Body content: apologising for delay; stating the reasons for the delay, and expected date of delivery,
· Closing paragraph apology for inconvenience and an invitation for contact if required.
Style:
· Professional,
· Formal language.
Tone:
· Friendly,
· Apologetic.
Expense reporting spreadsheet template
Presentation:
· Spreadsheet must be able to be printed on a single A4 page; landscape or portrait.
Dates:
· [bookmark: _GoBack]Data entry must be constrained to: date format only.
· Data entry must be formatted to: short date form.
Department:
· Must be chosen from list: Sales & Marketing, Administration, Executive, Operations, Dispatch, Logistics.
Expense types:
· Must be chosen from list: Food; Transportation; Communication; Training; Other.
Item description:
· Data entry must be constrained to: text only. 
· Data entry must be formatted to: italics.
Client ID number:
· Must be chosen from list: NA, AO-2006-0046, AO-2006-0050, AO-2008-0049, AO-2009-0047, AO-2009-0051, AO-2009-0052, AO-2009-0053, AO-2010-0045, AO-2010-0054.
Purchase or estimated amount, value or cost:
· Data entry must be formatted to: accounting.
Receipt attached?
· Must be chosen from list: Yes, No.
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sment Task 2 - example expense spreadsheet template - Excel
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4 Today
Helen Foote
Thanks for eating scones today! 3550M
Hi everyone, Thanks so much for coming along and buying scones

4 Yesterday
canonscan@ibsa.org.au [
Attached Image Thu 338 PH

4 Tuesday
Craig Westwood =1
RE: IESA Certificate IV in Training and Assessment Tue 119 PM
Thanks David, We'l have to come up with somethin but the dates
Craig Westwood =1
1BSA Certificate IV in Training and Assessment Tue 1023 AM
Good Morning Evenybody, Your nomination to complete the

4 Last Week
Natalie Coish [
Egiting macros Fri 2908
See attached.] Nataie Coish Product Development Officer Level 11
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Cassie Dickman

Al the many appointments / Blackout times for TAEL0 training
To. Craig Westwood

Hi Craig,

Here is alist of all the many appointments | have coming up:

Date Time ETA n the office
10Sept | 8:30am 10am

1isept | 1uasam Work from home
50ct 5:15am 1am

6Nov__| 9:a5am 11:30am

17Nov__| 9:a5em 11:30am

3Dec 5:15am 1am

8Dec 11:20am Work from home
17Dec__| 9:15am 1am

There should not be any others that I need to book.
lintend on finishing work on 23 or 24 December, at which point | will be 35 weeks.
Cheers,

Cassie Dickman
Product Development Manager

Level 11 | 176 Wellington Pde | East Melbourne VIC 3002
Ph:+613 8815 7000 | Fax: +613 8815 7001
w: yww ibsa org au | e: cassie @ibsa org.au
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Beter business through innovation.
A Before printing, consider the environment.

@ see more sbout Cassie Dickman
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