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Assignment brief 

 

Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU127 Business principles 

 

Issue date  

Hand in date  

Assessor    

IQA  

Assignment title Profiling businesses and industries 

 

Scenario 

The organisation that you work for wishes to diversify by expanding into a new market. A 
quick way of doing this is for them to acquire a company already operating in that market. 
You have been asked to prepare an industry profile and a profile of a company in that 
industry for your organisation to consider. 

Task 1  

Overview Your first task is to choose an industry that is of interest to 
you, research it and write a report profiling that industry.  

If you are in employment you may like to choose the 
industry you work in and are familiar with, or alternatively 
you may choose an industry that you aspire to work in. 

Evidence you must produce You must produce a formal written report. There is no 
requirement in terms of the number of words but the report 
must include the components below and address the 
assessment criteria identified. You should also include a 
section of ‘references’ of the sources you have used to 
complete this task. 

What you must include a) An overview of the industry, identifying the sector the 
industry operates in (P1) 

b) A description of the products and services offered 
within the industry. Describe the market and its 
structure/customer segmentation (P10) 

c) A description of the competitive landscape 

You will explain all aspects of the industry environment 
and the nature of competition within the environment 
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(P7, P8) 

d) The environmental issues affecting the industry  

You will employ PESTLE as a structure to analyse the 
macro-environmental factors affecting the industry (P5, 
P6) 

Criteria covered by this task P1 Describe the scope of a business  

P5 Explain the key features of the macro-environment of a 
business  

P6 Describe the legal requirements of a business 

P7 Explain the key features of the industry environment 
within which a business operates 

P8 Describe the nature of competition 

P10 Explain the markets in which a business operates 

 

Task 2   

Overview The second task is to choose a business from the industry 
and write a profile of the business.  

Choose a real business, one with which you are familiar 
(e.g. that which you work for) or one that you can find 
plenty of information for (e.g. an annual report and 
accounts). 

Evidence you must produce You must produce a written profile of the company that you 
have chosen. There is no requirement in terms of the 
number of words but the profile must include the 
components below and address the assessment criteria 
identified. You should also include a section of ‘references’ 
of the sources you have used to complete this task. 

What you must include Your profile should include: 

a) The name of the business 

b) A description of the business, including the scope of the 
business, its mission and objectives, how it is organised 
(P1, P3, P4, P10) 

c) A description of the company’s approach to the market: 
Its products, services, brands and marketing positioning 
(P9, P11) 

d) Its ownership and legal structure (P2)  

e) Its financial management: Comment on the company’s 
financial viability, profitability and reputation (P12) 

Criteria covered by this task P1 Describe the scope of a business 

P2 Distinguish between businesses in terms of ownership  

P3 Explain how business purposes, strategies and targets 
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are articulated 

P4 Describe the ways in which businesses may be 
organised 

P9 Explain the principles of marketing 

P10 Explain the markets in which a business operates 

P11 Explain the importance of brand to the business 

P12 Explain the importance to a business of good financial 
management 

 

Task 3  

Overview Assessment criteria P13 and P14 are not covered by the 
activities above thus you should complete the worksheet 
attached to this assessment to evidence them. 

Evidence you must produce The completed worksheet 

What you must include Answer all the questions 

Criteria covered by this task P13 Define commonly used financial terms 

P14 Explain the use of budgets in managing a business 
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Assignment title:  Supplementary worksheet 
  
Qualification: VTCT Level 3 Diploma in Business Studies 
  
Unit: UBU127 Business principles 
  

Name: 
 

 

 
a) Define the following financial terms (P13) 

 

Income  
 

Expenditure  
 

Depreciation  
 

Gross profit  
 

Net profit  
 

Cash flow  
 

P & l  
 

Balance sheet  
 

Debtors  
 

Creditors  
 

Liabilities  
 

Turnover  
 

Variable costs  
 

Fixed costs  
 

Overheads  
 

Break even  
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b) Explain the use of a profit centre budget in managing a business (P14) 
 
Provide an example, include how you might set the budget for this profit centre, how 
you would use it to manage the budget and the benefits of doing this. 

 
  

The profit centre 
 
 
 
 

 

How I would set the budget 
 
 
 
 
 
 
 
 
 
 
 

 

How I would use it to manage the budget 
 
 
 
 
 
 
 
 
 
 
 

 

The benefits of managing the cost centre 
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Centre guidance 
 

Scope of permitted modification of the sample assignment 

This is a sample assessment and it can be modified to meet the interests and needs of 

particular groups of learners. There is particular scope built in for choice of industry and 

organisation to meet the interests and needs of learners.  

 

The learning outcomes and assessment criteria may not be changed. It is the tutor’s 

responsibility to ensure that the learner has opportunity to demonstrate all learning outcomes 

and assessment criteria. 

 

Reasonable adjustments may be made for individuals with learning difficulties and/or 

disability and notified to VTCT in line with guidelines in the Centre Handbook. 

 

Before carrying out the assignment 

Before carrying out the assignment the learner should ensure that they are familiar with the 

unit content and understand what they are being asked to do. 

 

The tutor must ensure that the learner has access to the resources they need to complete 

the assignment and that they have the assignment material in an accessible form.  

 

When completing the assignment 

This is a summative assignment and should be completed independently by the learner after 

they have completed the learning for this unit. The tutor is permitted to clarify the assignment 

and may steer the learner towards resources, but must not give the learner formative 

feedback while the assignment is being completed. The centre must ensure that the 

assessment is supervised sufficiently that it can be assured of the authenticity of the 

learner’s evidence. 

  

Presentation of work for marking and verification  

The centre should set the learner a submission date for the assignment. If assessment 

criteria are found to be omitted when the work is assessed, then the centre may give 

feedback and allow the learner to re-submit the assignment within 15 working days. A single 

resubmission is allowed. 

 

Marking 

Marking is pass/fail, either the assessment criterion is met or it is not. Learners must achieve 

every assessment criterion to achieve the unit. The content in the unit is indicative of that 

which should be covered in the learning outcome. Learners are not expected to evidence 

that they know all the content providing they achieve the assessment criteria. It is anticipated 

that some scenarios will require different content from others. There should be no marks 

allocated or deducted for items not explicit within the assessment criteria.  

 

Where there are multiple assessors, the centre should internally verify/standardise the 

assessment. The centre must retain all assessed work until the groups achievement has 

been externally verified by VTCT. 
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Assignment brief 1 

 

Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU128 Principles of leadership and management 

 

Issue date  

Hand in date  

Assessor  

IQA  

Assignment title Working in teams 

 

Scenario 

The organisation that you work for is seeking ways of improving productivity. You have been 
asked to lead on this project and have decided that the best way of approaching it is to 
establish a cross departmental working group in order to identify the options available to the 
company. 

Task 1  

Overview Your first task is to write a short paper for your employer 
proposing the establishment of the cross departmental 
working group, to convince them of the benefits of a team 
approach and inform them of how you intend to manage 
the working group. 

Evidence you must produce A short paper. There is no requirement in terms of the 
number of words but the paper must include the 
components below and directly address the assessment 
criteria identified. 

What you must include You must explain, with your reasoning, the: 

a) Benefits of setting up the cross departmental team (P4) 
b) Number of members of the team (P6) 
c) Roles that you are seeking to create a balanced team 

(P6) 
d) Role you will play in the team (P8) 
e) Way in which you will establish the team’s targets (P9) 
f) Way in which you will measure how successful the 

team is in achieving its targets (P10, P11) 
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g) Way in which you will monitor and report the team’s 
success (P12) 

Criteria covered by this task P4 Explain the benefits of working in teams 

P6 Explain considerations in developing effective teams 

P8 Explain the responsibilities of the team leader 

P9 Explain the factor to consider in setting team targets 

P10 Distinguish between business objectives and 
performance measures 

P11 Explain the how to set Key Performance Indicators 
KPIs 

P12 Explain the process of monitoring KPIs 

 

Task 2   

Overview There is a variety of ways of leading and managing staff 
within your team. This task requires you to evaluate the 
approaches which you could take and describe how you 
feel you would lead the team in task 1. 

Evidence you must produce A short piece of writing. There is no requirement in terms of 
the number of words but your response must include the 
components below and directly address the assessment 
criteria identified. 

What you must include You must: 

a) Explain the power that a leader/manager has which 
gets people to cooperate with them (P1) 

b) Explain the difference between management and 
leadership (P2) 

c) Describe different styles of leadership by considering 
two models chosen from those of Blake Mouton, Kurt 
Lewin, Bernard Bass or Tannenbaum and Schmidt. In 
each case identify which leadership style you feel 
would be the most appropriate for you to take in 
leading the team in task 1 and why (P3) 

Criteria covered by this task P1 Explain sources of a leader/manager’s power 

P2 Explain the difference between management and 
leadership 

P3 Evaluate leadership styles in terms of their 
effectiveness 
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Task 3  

Overview Assessment criteria P5 and P7 are not covered by the 
activities above therefore you should complete the 
worksheet attached to this assignment to evidence. 

Evidence you must produce The completed worksheet 

What you must include Answer all the questions 

Criteria covered by this task P5 Describe a range of team types  

P7 Describe the stages through which teams develop  
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Assignment title:  Supplementary worksheet 
  
Qualification: VTCT Level 3 Diploma in Business Studies 
  
Unit: UBU128 Principles of leadership and management 
  
Assignment Working in teams 
  

Name: 
 

 

 
a) Describe two examples of teams in each of the categories (P5) 

 

Temporary  
 
 

 
 

Permanent 
 
 

 
 

 
 

b) Describe four stages through which teams develop (P7) 
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Assignment brief 2 

 

Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU128 Principles of leadership and management 

 

Issue date  

Hand in date  

Assessor  

IQA  

Assignment title The motivation and management of staff 

 

Task 1  

Overview Not all assessment criteria are covered by the Assignment 
briefs 1 & 3 therefore you should complete the questions 
below to evidence them. 

Evidence you must produce A written piece of work. There is no requirement in terms of 
the number of words but the profile must answer the 
questions below, ensuring you cover the assessment 
criteria. 

What you must include Answer all the questions 

Questions 1. Identify and evaluate the factors involved in the 
motivation of staff, referring to the work of Hertzberg 
(P13) 
 

2. Explain the principles of staff performance 
management appraisals (P14) 

 

a) The purposes of a performance management 
appraisal 
 

b) The evidence used within an appraisal 
 

c) What is considered within an appraisal meeting 
 

d) What the outcomes of the appraisal meeting should 
be 

3. Distinguish between coaching and mentoring (P15) 

4. Identify four behaviours considered as misconduct in 
the workplace (P16) 

5. Describe what constitutes good practice in managing 
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breaches of discipline (P17) 

Criteria covered by this task P13 Evaluate the factors motivating staff 

P14 Explain the principles of staff performance 
management appraisals  

P15 Distinguish between coaching and mentoring 

P16 Identify behaviours considered as misconduct in the 
workplace  

P17 Describe good practice in managing breaches of 
discipline 
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Assignment brief 3 

 

Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU128 Principles of leadership and management 

 

Issue date  

Hand in date  

Assessor  

IQA  

Assignment title Effective decision making 

 

Scenario 

You have been asked to recommend a replacement photocopier for the office. You do not 
manage the budget yourself, so you will be making a recommendation to the manager of the 
department who is the budget holder. 

There are a range of different makes and models available, new and reconditioned 
machines, machines for purchase or lease. 

There are a lot of variables to consider e.g.  

 Print rate 

 Print quality 

 Reliability 

 Technology e.g. Wi-Fi/Bluetooth, networked, stand alone 

 Size and paper load 

 Price 

 Availability 

 Support and maintenance contracts. 

Task 1   

Overview Your task is to describe how you will set about researching 
and making a decision on what model to choose and 
whether to purchase or lease the machine. 

Evidence you must produce A written piece of work. There is no requirement in terms of 
the number of words but the profile must include the 
components below and directly address the assessment 
criteria identified. 
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What you must include You must: 

a) Explain how you will set about ensuring that you make 
an objective decision and explain the advantages of 
making the decision in this way (P21) 

b) Explain how you will validate information that you 
collect (P22) 

c) Explain how you will analyse information to help you 
make an effective decision (P23) 

d) Draw up an action plan for the process you have 
described above. How will you prioritise this task 
against all the other tasks you need to do? (P20) 

e) Identify where the responsibility, authority and 
accountability for the purchase lays between you and 
the departments manager (P18) 

f) Would you describe the decision on the sourcing of a 
photocopier as a strategic, tactical or administrative 
decision? Explain why (P19) 

Criteria covered by this task P18 Explain the relationship between responsibility, 
authority and accountability  

P19 Distinguish between strategic, tactical and 
administrative decisions 

P20 Explain ways to prioritise decision making  

P21 Explain the value of objectivity in decision making  

P22 Explain how to validate information for use in decision 
making 

P23 Explain how to analyse information for effective 
decision making 
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Centre guidance 
 

Scope of permitted modification of the sample assignment 

This is a sample assessment and it can be modified to meet the interests and needs of 

particular groups of learners. There is particular scope built in for choice of industry and 

organisation to meet the interests and needs of learners.  

 

The learning outcomes and assessment criteria may not be changed. It is the tutor’s 

responsibility to ensure that the learner has opportunity to demonstrate all learning outcomes 

and assessment criteria. 

 

Reasonable adjustments may be made for individuals with learning difficulties and/or 

disability and notified to VTCT in line with guidelines in the Centre Handbook. 

 

Before carrying out the assignment 

Before carrying out the assignment the learner should ensure that they are familiar with the 

unit content and understand what they are being asked to do. 

 

The tutor must ensure that the learner has access to the resources they need to complete 

the assignment and that they have the assignment material in an accessible form.  

 

When completing the assignment 

This is a summative assignment and should be completed independently by the learner after 

they have completed the learning for this unit. The tutor is permitted to clarify the assignment 

and may steer the learner towards resources, but must not give the learner formative 

feedback while the assignment is being completed. The centre must ensure that the 

assessment is supervised sufficiently that it can be assured of the authenticity of the 

learner’s evidence. 

  

Presentation of work for marking and verification  

The centre should set the learner a submission date for the assignment. If assessment 

criteria are found to be omitted when the work is assessed, then the centre may give 

feedback and allow the learner to re-submit the assignment within 15 working days. A single 

resubmission is allowed. 

 

Marking 

Marking is pass/fail, either the assessment criterion is met or it is not. Learners must achieve 

every assessment criterion to achieve the unit. The content in the unit is indicative of that 

which should be covered in the learning outcome. Learners are not expected to evidence 

that they know all the content providing they achieve the assessment criteria. It is anticipated 

that some scenarios will require different content from others. There should be no marks 

allocated or deducted for items not explicit within the assessment criteria.  

 

Where there are multiple assessors, the centre should internally verify/standardise the 

assessment. The centre must retain all assessed work until the groups achievement has 

been externally verified by VTCT. 
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Assignment brief 1 

 

Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU129 Managing innovation and change 

 

Issue date  

Hand in date  

Assessor  

IQA  

Assignment title Managing innovation and change 

 

Task 1  

Overview 

 

Identify a business and explore the way in which it 
approaches innovation. You may wish to choose the 
company you work for or you could choose a company 
you are interested in. Examples you could choose from 
include: 

 British Airways 

 Tesco 

 Dyson 

 Barclays 

 Tata Steel 

 Ford 

You are required to research the way in which the 
business you have chosen approaches innovation, using 
it to provide examples which enable you to respond to the 
tasks a) to e) below. 

Evidence you must produce A short paper. There is no requirement in terms of the 
number of words but the paper must include the 
components below and directly address the assessment 
criteria identified. 

What you must include You must: 

a) Define innovation in the context of the company that 
you have chosen, using examples of the way in which 
they have been innovative (P1) 

b) Explain the value of innovation to your chosen 
business (P2) 
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c) Explain how changes in the business environment 
may encourage the firm to innovate (P4)  

d) Identify a product or service offered by the firm and 
describe how the approach to innovation will change 
throughout its lifecycle (P3) 

e) Explain how to generate ideas for the firms next 
innovation (P5) 

Criteria covered by this task P1 Define innovation in the context of business 

P2 Explain the value of innovation in a business 

P3 Explain the role of innovation and product lifecycle 

P4 Explain how change in the business environment may 
require innovation 

P5 Explain how to generate ideas for innovation 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assignment brief 2 
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Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU129 Managing innovation and change 

 

Issue date  

Hand in date  

Assessor  

IQA  

Assignment title Managing a change project 

 

Scenario 

Business Qualifications is an examination board. It sets exams, prints the papers and 
sends them out to the business schools. They send the completed papers back to the 
Business Qualifications office, which then send them out to examiners around the country 
for marking. Business Qualifications is moving to an online system for marking 
examinations. When the completed papers come back into the office they will be scanned 
into the marking system and the examiners will access the system to mark them online. 
This has a number of advantages: 

 It avoids unmarked exam papers being sent to examiners and marked papers 
being returned going missing in the post 

 The cost of postage is saved 

 The examiners can be monitored online and the standard of their marking 
compared 

 Question performance can be easily statistically compared  

 The process is greatly speeded up 

 The exams can also be taken online avoiding paper altogether 
 

The introduction of the system is to take place over the next four months in order to have it 
in place for the next examination period. 
 

You would very much like to lead the project. 

Task 1  

Overview Your first task is to write a short paper telling your 
superior how you would set about implementing the 
change and pitching for the task of leading the change. 

Evidence you must produce A short paper. There is no requirement in terms of the 
number of words but the paper must include the 
components below and directly address the assessment 
criteria identified. 
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What you must include You must: 

a) State whether you consider this to be an incremental 
change or a step change? Explain your reasoning 
(P6) 

b) Explain why you need to plan for this change (P10) 
c) Identify factors that might cause resistance to change 

and identify how you would overcome this resistance 
(P8, P9) 

d) Drawing on the models of Lewin and Kotter, explain 
how you would implement this with the examiners so 
as to get their buy in to the new system (P7)  

Criteria covered by this task P6 Distinguish between incremental change and step 
change 

P7 Explain approaches to managing change  

P8 Identify factors causing resistance to change 

P9 Explain how to overcome resistance to change 

P10 Explain the need to plan for change 

 

Task 2  

Overview Your paper in task 1 has been accepted and you have 
been asked to take this project forward as the project 
leader. Now you need to plan the project. 

Evidence you must produce A project plan. Your plan must include all the components 
below and directly address the assessment criteria 
identified. You may limit the project to between 5 and 8 
activities or tasks. 

What you must include You must: 

a) Explain what makes this job a project (P11) 
b) Explain your role as the project manager (P12) 
c) Explain how you plan to initiate the project (P13) 
d) Plan the introduction of the system providing (P14) 

i. A critical path diagram 
ii. A simple Gantt chart  

e) Explain how you will monitor the project and what 
corrective actions you would be able to take if the 
project gets behind schedule (P15) 

f) Explain how you will close the project once the 
system is in place (P16)  

Criteria covered by this task P11 Explain what constitutes a project 

P12 Explain the role of the project manager 

P13 Explain the process of initiating a project 

P14 Demonstrate how to plan a project 

P15 Explain the process of controlling a project 
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P16 Explain considerations in closing the project 
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Centre guidance 
 

Scope of permitted modification of the sample assignment 

This is a sample assessment and it can be modified to meet the interests and needs of 

particular groups of learners. There is particular scope built in for choice of industry and 

organisation to meet the interests and needs of learners.  

 

The learning outcomes and assessment criteria may not be changed. It is the tutor’s 

responsibility to ensure that the learner has opportunity to demonstrate all learning outcomes 

and assessment criteria. 

 

Reasonable adjustments may be made for individuals with learning difficulties and/or 

disability and notified to VTCT in line with guidelines in the Centre Handbook. 

 

Before carrying out the assignment 

Before carrying out the assignment the learner should ensure that they are familiar with the 

unit content and understand what they are being asked to do. 

 

The tutor must ensure that the learner has access to the resources they need to complete 

the assignment and that they have the assignment material in an accessible form.  

 

When completing the assignment 

This is a summative assignment and should be completed independently by the learner after 

they have completed the learning for this unit. The tutor is permitted to clarify the assignment 

and may steer the learner towards resources, but must not give the learner formative 

feedback while the assignment is being completed. The centre must ensure that the 

assessment is supervised sufficiently that it can be assured of the authenticity of the 

learner’s evidence. 

  

Presentation of work for marking and verification  

The centre should set the learner a submission date for the assignment. If assessment 

criteria are found to be omitted when the work is assessed, then the centre may give 

feedback and allow the learner to re-submit the assignment within 15 working days. A single 

resubmission is allowed. 

 

Marking 

Marking is pass/fail, either the assessment criterion is met or it is not. Learners must achieve 

every assessment criterion to achieve the unit. The content in the unit is indicative of that 

which should be covered in the learning outcome. Learners are not expected to evidence 

that they know all the content providing they achieve the assessment criteria. It is anticipated 

that some scenarios will require different content from others. There should be no marks 

allocated or deducted for items not explicit within the assessment criteria.  

 

Where there are multiple assessors, the centre should internally verify/standardise the 

assessment. The centre must retain all assessed work until the groups achievement has 

been externally verified by VTCT. 
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Assignment brief 

 

Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU130 Managing non-financial resources in a business 
environment 

 

Issue date  

Hand in date  

Assessor  

IQA  

Assignment title A new factory for Airwatt  

 

Scenario 

Airwatt is a company that manufactures vacuum cleaners that use a revolutionary 
cyclonic fast spinning vortex to extract dust from the air drawn through the cleaner, thus 
preventing the need for filters and bags. The designs are both ergonomic and high tech; 
employing strong, light and colourful plastics in the assembly of the vacuum cleaners. 
Consequently, Airwatt need a supply of precision-made plastic components. 

The company has a factory in the Midlands which assembles the vacuum cleaners but 
the success of the company requires it to devote more of the factory space to 
manufacture, putting a squeeze on the space available for storage of stock. They also 
have some problems with the reliability of the supply of the plastic components. 

The company has identified a site in West Bromwich and is exploring the possibility of 
setting up a factory to manufacture the plastic components they need. 

Task 1   

Overview In this first task, you are asked to consider the 
advantages and disadvantages of Airwatt building a new 
plant to manufacture the components needed for the 
assembly of their vacuum cleaners, the physical 
resource needs of the new factory and procurement of 
these resources to obtain good value for money. 

Evidence you must produce You are required to provide a paper addressing the 
requirements below. There is no requirement in terms of 
the number of words but the paper must include all the 
components below and directly address the assessment 
criteria identified. 
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What you must include You must: 

a) Evaluate the benefits to Airwatt of manufacturing 
their own plastic components rather than outsourcing 
i.e. having another firm to manufacture and supply 
them to Airwatt (P5) 

b) Identify the range of physical resources that will be 
employed by Airwatt at the new factory site (P1) 

c) Explain the factors that will be considered in 
procuring each of the resource types you have 
identified in question (b) (P3) 

d) Explain the criteria by will you will judge whether 
resources represent the best value for money for 
Airwatt (P2) 

e) Explain the processes by which you would procure 
the ‘fitting-out’ of the new factory for Airwatt (P4) 

f) Identify the types of stock that the factory will need to 
hold and the factors which will affect the volumes 
held (P6) 

g) Describe and evaluate a ‘just in time’ approach to 
Airwatt’s stock (P7) 

h) Explain the criteria and the source of information that 
you will use to judge whether the new plant is being 
used effectively (P8, P9) 

Criteria covered by this task P1 Identify the range of physical resources employed in 
a business 

P2 Explain the principles of obtaining best value for 
money 

P3 Explain factors to be considered in procuring 
resources 

P4 Explain processes of procuring resources 

P5 Evaluate outsourcing and in-house production 

P6 Explain approaches to managing stock/inventory 

P7 Evaluate a ‘just in time’ approach to stock 

P8 Explain criteria against which resource use is 
monitored and evaluated. 

P9 Explain the process of collecting information for 
monitoring and evaluation 

 

Task 2   

Overview In this task, you are asked to consider the staffing of the 
new factory. The levels of staff needed, legal aspects of 
employing them and approaches to maximising their 
productivity. 

Evidence you must produce You are required to provide a paper addressing the 
requirements below. There is no requirement in terms of 
the number of words but the paper must include all the 
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components below and directly address the assessment 
criteria identified. 

What you must include You must: 

a) Explain the factors you would consider in setting the 
staff resource levels for the new factory (P10) 

b) Briefly describe the range of legal requirements that 
will affect the staffing of the new factory (P12) 

c) Explain approaches that could be adopted to 
maximise staff productivity at the new factory (P11) 

Criteria covered by this task P10 Explain considerations in setting staff resource levels 

P11 Explain approaches to maximising staff productivity 

P12 Describe the range of legal requirements that 
impinge on managing resources 
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Centre guidance 
 

Scope of permitted modification of the sample assignment 

This is a sample assessment and it can be modified to meet the interests and needs of 

particular groups of learners. There is particular scope built in for choice of industry and 

organisation to meet the interests and needs of learners.  

 

The learning outcomes and assessment criteria may not be changed. It is the tutor’s 

responsibility to ensure that the learner has opportunity to demonstrate all learning outcomes 

and assessment criteria. 

 

Reasonable adjustments may be made for individuals with learning difficulties and/or 

disability and notified to VTCT in line with guidelines in the Centre Handbook. 

 

Before carrying out the assignment 

Before carrying out the assignment the learner should ensure that they are familiar with the 

unit content and understand what they are being asked to do. 

 

The tutor must ensure that the learner has access to the resources they need to complete 

the assignment and that they have the assignment material in an accessible form.  

 

When completing the assignment 

This is a summative assignment and should be completed independently by the learner after 

they have completed the learning for this unit. The tutor is permitted to clarify the assignment 

and may steer the learner towards resources, but must not give the learner formative 

feedback while the assignment is being completed. The centre must ensure that the 

assessment is supervised sufficiently that it can be assured of the authenticity of the 

learner’s evidence. 

  

Presentation of work for marking and verification  

The centre should set the learner a submission date for the assignment. If assessment 

criteria are found to be omitted when the work is assessed, then the centre may give 

feedback and allow the learner to re-submit the assignment within 15 working days. A single 

resubmission is allowed. 

 

Marking 

Marking is pass/fail, either the assessment criterion is met or it is not. Learners must achieve 

every assessment criterion to achieve the unit. The content in the unit is indicative of that 

which should be covered in the learning outcome. Learners are not expected to evidence 

that they know all the content providing they achieve the assessment criteria. It is anticipated 

that some scenarios will require different content from others. There should be no marks 

allocated or deducted for items not explicit within the assessment criteria.  

 

Where there are multiple assessors, the centre should internally verify/standardise the 

assessment. The centre must retain all assessed work until the groups achievement has 

been externally verified by VTCT. 

 



 
 

  

   
 

Assignment brief 

 

Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU131 Principles of finance 

 

Issue date  

Hand in date  

Assessor  

IQA  

Assignment title ‘Delhi Deli’ cashflow forecast 

 

Scenario 

Harvinder and Pooja have decided to set up an Indian take-away, which they have 
named ‘Delhi Deli’. 

They have each invested £10,000 of their own money. They have also secured a bank 
loan of a further £20,000, which they will pay back at a rate of £1,000 per month. 

They have taken a lease on a small corner shop premises at a rent of £1,250 per month 
(a month in advance), and a further £125 per month in rates. Pooja has calculated that 
they can fit this out and equip it for £15,000. Insurance will cost an annual premium of 
£800, paid in January.  

They will employ themselves at a wage (including on costs) of £30,000 per year each. 
Their telephone bill will be £300 per quarter, power and light £250 per month. They will 
spend £500 per quarter on advertising, starting in January.  

The cost of sales (food and packaging) is 50% of the sale price. 

They estimate their sales of food will be: 

Jan. Feb. Mar. April May June July Aug. Sept. Oct. Nov. Dec. 

£3000 £4000 £5000 £7000 £10000 £15000 £20000 £20000 £20000 £20000 £20000 £20000 
 

Task 1   

Overview Harvinder and Pooja wish to ensure that they have 
enough cash to manage through the first year of 
operation of ‘Delhi Deli’. 

They have asked you to help them draw up a 
cashflow forecast and to advise them. 



 
 

  

   
 

Evidence you must produce 1. A ‘cashflow forecast’ 
2. A written explanation addressing the questions 

below. 

Your response must directly address all the 
assessment criteria for this unit. 

What you must include You must: 

a) Provide a ‘cashflow forecast’ for the first year’s 
operation of ‘Delhi Deli’ employing the figures 
provided in the scenario (P8) 
Plus, you must address the following using the 
scenario provided above to provide examples: 

b) Explain the value of money (P1) 
c) Explain sources of finance that might have 

been available to Harvider and Pooja in starting 
their business (P2) 

d) Explain what is meant by capital assets, 
identifying those Harvinder and Pooja are 
investing in (P3) 

e) Explain the working capital required by 
Harvinder and Pooja (P4) 

f) Identify the source of revenue income for ‘Delhi 
Deli’ (P5) 

g) Identify the items of revenue expenditure of 
‘Delhi Deli’ (P6) 

h) Distinguish between turnover, profit and cash 
using ‘Delhi Deli’ as an example (P7) 

i) Explain what is meant by liquidity and 
insolvency. Is there a stage in the year when 
‘Delhi Deli’ has a liquidity issue? What can 
Harvinder and Pooja do to manage this? (P9) 

Criteria covered by this task P1 Explain the value of money 

P2 Explain sources of finance available to a 
business 

P3 Explain expenditure on capital assets 

P4 Explain the need for working capital 

P5 Identify revenue income in a business 

P6 Identify revenue expenditure in a business 

P7 Distinguish between turnover, profit and cash  

P8 Create a ‘Cashflow Forecast’ 

P9 Explain how to manage liquidity/cashflow 

 

  



 
 

  

   
 

Centre guidance 
 

Scope of permitted modification of the sample assignment 

This is a sample assessment and it can be modified to meet the interests and needs of 

particular groups of learners. There is particular scope built in for choice of industry and 

organisation to meet the interests and needs of learners.  

 

The learning outcomes and assessment criteria may not be changed. It is the tutor’s 

responsibility to ensure that the learner has opportunity to demonstrate all learning outcomes 

and assessment criteria. 

 

Reasonable adjustments may be made for individuals with learning difficulties and/or 

disability and notified to VTCT in line with guidelines in the Centre Handbook. 

 

Before carrying out the assignment 

Before carrying out the assignment the learner should ensure that they are familiar with the 

unit content and understand what they are being asked to do. 

 

The tutor must ensure that the learner has access to the resources they need to complete 

the assignment and that they have the assignment material in an accessible form.  

 

When completing the assignment 

This is a summative assignment and should be completed independently by the learner after 

they have completed the learning for this unit. The tutor is permitted to clarify the assignment 

and may steer the learner towards resources, but must not give the learner formative 

feedback while the assignment is being completed. The centre must ensure that the 

assessment is supervised sufficiently that it can be assured of the authenticity of the 

learner’s evidence. 

  

Presentation of work for marking and verification  

The centre should set the learner a submission date for the assignment. If assessment 

criteria are found to be omitted when the work is assessed, then the centre may give 

feedback and allow the learner to re-submit the assignment within 15 working days. A single 

resubmission is allowed. 

 

Marking 

Marking is pass/fail, either the assessment criterion is met or it is not. Learners must achieve 

every assessment criterion to achieve the unit. The content in the unit is indicative of that 

which should be covered in the learning outcome. Learners are not expected to evidence 

that the know all the content providing they achieve the assessment criteria. It is anticipated 

that some scenarios will require different content from others. There should be no marks 

allocated or deducted for items not explicit within the assessment criteria.  

 

Where there are multiple assessors, the centre should internally verify/standardise the 

assessment. The centre must retain all assessed work until the groups achievement has 

been externally verified by VTCT.  



 
 

  

   
 

Example response – cashflow forecast 

 

 

 

MONTHS Year 1

Pre Start 1 2 3 4 5 6 7 8 9 10 11 12 TOTAL

Revenue

               

Sales source 1 [takeaway sales]   0 3000 4000 5000 7000 10000 15000 20000 20000 20000 20000 20000 20000 164,000    

Equity/Cash Introduced 20,000 0 0 0 0 0 0 0 0 0 0 0 0 20,000      

Start Up Loan/Other Loan Cash In 20,000 0 0 0 0 0 0 0 0 0 0 0 0 20,000      
 

Total Income (A) 40,000           3,000      4,000    5,000    7,000    10,000  15,000  20,000  20,000  20,000  20,000  20,000  20,000  204,000    

Expenditure
              

Owners Salaries Note 1 0 5,000 5,000 5,000 5,000 5,000 5,000 5,000 5,000 5,000 5,000 5,000 5,000 60,000      
Start Up Loan monthly repayment 1,000 1,000    1,000    1,000    1,000    1,000    1,000    1,000    1,000    1,000    1,000    1,000    12,000      

Business Purchases [Equipment] 15,000 0 0 0 0 0 0 0 0 0 0 0 0 15,000      

Rent 1250 1,250 1,250 1,250 1,250 1,250 1,250 1,250 1,250 1,250 1,250 1,250 1,250 16,250      

Council Tax (business premises) 0 125 125 125 125 125 125 125 125 125 125 125 125 1,500        

Insurance 0 800 0 0 0 0 0 0 0 0 0 0 0 800           

Telephone/Mobile 0 0 0 300 0 0 300 0 0 300 0 0 300 1,200        

Heat Lighting & Power (business) 0 350 350 350 350 350 350 350 350 350 350 350 350 4,200        

Advertising 0 500 0 0 500 0 0 500 0 0 500 0 0 2,000        

Inventory Expense (Food and packaging) 0 1500 2000 2500 3500 5000 7500 10000 10000 10000 10000 10000 10000 82,000      

Total Expenses (B) 16,250           10,525    9,725    10,525  11,725  12,725  15,525  18,225  17,725  18,025  18,225  17,725  18,025  194,950    

Net Cash Flow (A-B) 23,750           7,525-      5,725-    5,525-    4,725-    2,725-    525-       1,775    2,275    1,975    1,775    2,275    1,975    9,050        

Monthly Opening Bank -                 23,750    16,225  10,500  4,975    250       2,475-    3,000-    1,225-    1,050    3,025    4,800    7,075    9,050        

Cash Position 23,750           16,225    10,500  4,975    250       2,475-    3,000-    1,225-    1,050    3,025    4,800    7,075    9,050    9,050        
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Assignment brief  
 

Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU132 Introduction to accounting 

 

Issue date  

Hand in date  

Assessor  

IQA  

Assignment title ‘Delhi Deli’ accounts 

 

Scenario 

Harvinder and Pooja own an Indian take-away, called ‘Delhi Deli’. It has now been trading 
for a year and they have asked you to help them with its first set of accounts. 

The sales for the year amounted to £168,000. 

They started with £1,500 worth of stock (food and packaging), bought £84,000 of stock 
during the year and have £4,500 of stock in store. 

They paid themselves a salary of £30,000 each.  

The rent on their premises was £1,250 per month and the premises were subject to a 
further £125 per month in rates.   

The bill for power and light was £250 per month, water cost £100 per quarter and the 
telephone bill was £150 per quarter. Insurance cost an annual premium of £800. 
Harvinder and Pooja also spent £500 per quarter on advertising. 

Harvinder and Pooja took out a bank loan of £20,000 which they have been repaying at a 
rate of £500 per month, thus they have paid £6,000 over the year but £1,000 was interest 
and £5,000 was paid off the capital sum borrowed. They anticipate paying a further 
£5,250 from the capital within a year and the remaining £9,750 over the following two 
years. They each invested £10,000 of their own money on starting the company.  

They spent £15,000 equipping their takeaway and are depreciating this on a straight-line 
basis over 5 years.  

‘Delhi Deli’ has no debtors as takeaways are paid for before delivery but they owe 
suppliers, £4,500 due to the payment terms. 

The company has £25,700 cash in the bank. 

Task 1  

Overview Harvinder and Pooja have asked you to help them with 
producing end of year accounts. They have provided you 
with the detailed information in the scenario above. They 
have asked you to produce a profit and loss statement 
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for the year and a balance sheet with the end of year 
position. 

Evidence you must produce 1. A profit and loss statement 
2. A balance sheet 

Your response must cover the issues below and directly 
address all the assessment criteria for this unit. 

What you must include a) A profit and loss account for Delhi Deli’s first year of 
trading. You must enter the turnover, work out the 
cost of goods sold, the gross profit, expenses 
including depreciation and the net profit before tax. 
(You are not required to include VAT). (P4, P7) 

b) A balance sheet for Delhi Deli at the end of its first 
year of trading. The balance sheet must identify the 
fixed assets, the liabilities, current assets and the net 
assets of the business. (P6, P7, P8, P9, P10) 

Criteria covered by this task P4 Prepare a profit and loss account 

P6 Identify the fixed assets of a business 

P7 Apply depreciation to the value of the fixed assets of 
a business 

P8 Identify the current assets of a business 

P9 Identify the liabilities of a business 

P10 Calculate the ‘net assets’ of a business 

 

Task 2  

Overview Harvider and Pooja have asked you some questions 
about the health of their finances.  

 You are asked to comment of whether their gross 
profit margin is as it would be expected for an 
Indian takeaway (the average for Indian 
takeaways is typically 55%) 

 The net profit is quite low; they would like to know 
whether the business is worthwhile compared with 
interest earned on deposit accounts (a three-year 
fixed term bond is 2%) 

 After the first year, the business holds a lot of 
cash, they are interested in whether this is 
necessary  

 They wish to understand how quickly their stock 
(mainly frozen food) turns over 

You will try to explain by using various accounting ratios. 

Evidence you must produce A set of notes with calculations of accounting ratios 
(including workings) and comment on what these mean. 

Your response must cover the issues below and directly 
address all the assessment criteria for this unit. 

What you must include a) An explanation of the use of ratios analysis in a 
business (P11) 
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b) Calculations of the gross profit margin and Return on 
Capital Employed RoCE, with a comment on how this 
compares with the benchmark for Indian takeaways 
(P12) 

c) The current ratio and acid test ratio, what does these 
tell you about Delhi Deli’s liquidity (P13) 

d) Calculation of the rate of stock turnover (P14) 

Criteria covered by this task P11 Explain the use of ratios analysis in a business  

P12 Apply ratios that reflect the profitability of a business  

P13 Apply ratios that reflect the liquidity of a business  

P14 Apply ratios that reflect the efficiency of a business 

 

Task 3   

Overview Not all assessment criteria are fully covered by the 
activities above therefore you should complete the 
questions below to evidence them. 

Evidence you must produce A written piece of work. There is no requirement in terms 
of the number of words but the profile must answer the 
questions below, ensuring you cover the assessment 
criteria. 

What you must include Answer all the questions 

Questions 1. Explain the purposes of producing accounts (P1) 
2. Distinguish between Management Accounting and 

Financial Accounting (P2) 
3. Explain the purposes of a preparing a profit and loss 

account (P3) 
4. Explain the purpose of a balance sheet (P5) 
5. Explain how to calculate debtor and creditor days, 

and explain their purposes (P14) 

Criteria covered by this task P1 Explain the purposes of accounting 

P2 Distinguish between management accounting and 
financial accounting 

P3 Explain the purposes of a profit and loss account 

P5 Explain the purpose of a balance sheet 

P14 Apply ratios that reflect the efficiency of a business 
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Centre guidance 
 

Scope of permitted modification of the sample assignment 

This is a sample assessment and it can be modified to meet the interests and needs of 

particular groups of learners. There is particular scope built in for choice of industry and 

organisation to meet the interests and needs of learners.  

 

The learning outcomes and assessment criteria may not be changed. It is the tutor’s 

responsibility to ensure that the learner has opportunity to demonstrate all learning outcomes 

and assessment criteria. 

 

Reasonable adjustments may be made for individuals with learning difficulties and/or 

disability and notified to VTCT in line with guidelines in the Centre Handbook. 

 

Before carrying out the assignment 

Before carrying out the assignment the learner should ensure that they are familiar with the 

unit content and understand what they are being asked to do. 

 

The tutor must ensure that the learner has access to the resources they need to complete 

the assignment and that they have the assignment material in an accessible form.  

 

When completing the assignment 

This is a summative assignment and should be completed independently by the learner after 

they have completed the learning for this unit. The tutor is permitted to clarify the assignment 

and may steer the learner towards resources, but must not give the learner formative 

feedback while the assignment is being completed. The centre must ensure that the 

assessment is supervised sufficiently that it can be assured of the authenticity of the 

learner’s evidence. 

  

Presentation of work for marking and verification  

The centre should set the learner a submission date for the assignment. If assessment 

criteria are found to be omitted when the work is assessed, then the centre may give 

feedback and allow the learner to re-submit the assignment within 15 working days. A single 

resubmission is allowed. 

 

Marking 

Marking is pass/fail, either the assessment criterion is met or it is not. Learners must achieve 

every assessment criterion to achieve the unit. The content in the unit is indicative of that 

which should be covered in the learning outcome. Learners are not expected to evidence 

that the know all the content providing they achieve the assessment criteria. It is anticipated 

that some scenarios will require different content from others. There should be no marks 

allocated or deducted for items not explicit within the assessment criteria.  

 

Where there are multiple assessors, the centre should internally verify/standardise the 

assessment. The centre must retain all assessed work until the groups achievement has 

been externally verified by VTCT. 

 



 
 

UBU133 Basic finance costing  1 
 

Assignment brief  
 

Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU133 Basic finance costing 

 

Issue date  

Hand in date  

Assessor  

IQA  

Assignment title Kitsch Kitchens 

 

Scenario 

Tasks 1 and 2 

Kitsch Kitchens is a firm that designs and manufactures hi-end bespoke kitchen units. 
These are assembled in the workshop and installed at the client’s premises.  

The firm wishes to improve its understanding of the costs involved in completing each 
kitchen. You have suggested they use a ‘job cost sheet’ to record the costs of each order. 
You will use the following case study to demonstrate how it works. 

In this case study, job number 999, a client has ordered a bespoke 4 metre strip of 
kitchen units with a wine rack. They have chosen their worktop, doors and handles.  

The following materials will be needed: 

Material required Unit price Quantity required 

Worktop per metre £            85.00 4 

Trim roll £            35.00 1 

Base units £          120.00 4 

Doors £            85.00 6 

Hinge sets £            30.00 6 

Handles £            20.00 6 

Wine rack £            85.00 1 

The assembly requires the following work. 

Task Time taken (hours) 

Cutting work top to size and applying trim  1 

Assembling each base unit  1 

Assembling a door with handles and hinges  0.5 

Assembling wine rack 1 

Installing on customer’s premises – per base unit 1 
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A fitter cost £30 per hour (wages and on costs).  

To complete the job cost form, you will need to calculate an overhead cost in relation to 
each hour of a fitter’s time. The total cost last year of the company’s overheads was 
£962,500 and there are 10 fitters each working 1750 hours a year. 

Task 4 

Kitsch Kitchens is exploring whether it should buy-in the kitchen units pre-assembled 
rather than assemble them themselves. 

Currently they spend £645,600 on the kitchen unit packs, this cost would increase by 
50% if they buy them pre-assembled. The other material costs £1,546,400 would remain 
unaffected. 

Currently they spend £525,000 on fitters, since a quarter of the time is spent assembling 
the units the company should need to spend 25% less on fitters. 

The company spends £45,000 on leasing equipment and £106,000 on utilities, it is 
anticipated that 20% could be saved on both by buying in the pre-assembled units. 

The company currently spends £186,000 on property rental but the pre-assembled units 
require 50% more storage space and the company would have to take a neighbouring 
factory unit at a further £93,000. 

Indirect labour and depreciation are expected to remain the same at £577,500 and 
£48,000 respectively. 

Kitsch Kitchens have asked you to assess whether it is worthwhile buying in 
preassembled units. 

Task 1  

Overview You have been asked to advise Kitsch Kitchens on how 
to take the business’ overheads into account when 
costing a bespoke kitchen. 

They need to have an example of how they could 
achieve this and an explanation of the approach. 

Evidence you must produce A briefing sheet for Kitsch Kitchens’ managers. 

Your response must cover the issues below and directly 
address all the assessment criteria for this unit. 

What you must include a) An explanation of the difference between fixed costs 
and variable costs, direct costs and indirect costs. 
Give examples from the Kitsch Kitchens case study. 
(P5, P6) 

b) An explanation of the difference between absorption 
costing and direct costing approaches. (P7) 

c) An explanation of the ‘normal cost system’ 
demonstrating how it can be used to apportion 
Kitsch Kitchens’ fixed costs to individual bespoke 
kitchens by apportioning the overheads to each hour 
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of the fitter’s time. You must calculate a 
manufacturing overhead rate per fitter hour. (P8) 

Criteria covered by this task P5 Distinguish between fixed costs and variable costs 

P6 Distinguish between direct costs and indirect costs 

P7 Distinguish between absorption costing and direct 
costing approaches 

P8 Explain the ‘normal cost system’ for apportioning 
fixed costs to individual products 

 

Task 2  

Overview Kitsch Kitchens have asked you to demonstrate how a 
job costing form would work for them.  

You are required to use the information provided in the 
scenario to complete a job costing sheet. An excel 
spreadsheet is provided which you may complete. 

Evidence you must produce 1. A completed job costing sheet, for job 999 
2. An explanation of the approach for Kitsch Kitchens 

Your response must cover the issues below and directly 
address all the assessment criteria for this unit. 

What you must include a) An explanation of why a cost accounting approach 
would be of benefit to Kitsch Kitchens. (P1) 

b) An explanation of the differences between ‘job-order 
costing’ and ‘process costing’ systems, explaining 
why you feel Kitsch Kitchens should use a ‘job-order 
costing’. (P2) 

c) A job costing sheet to work out the unit costs of a 
bespoke kitchen using the case study, job number 
999. (P3) 

Criteria covered by this task P1 Explain the purpose of cost accounting 

P2 Explain costing systems 

P3 Employ a job costing sheet to work out the unit costs 
of a product, construction or service 

P4 Distinguish between manufacturing and non-
manufacturing costs 

 

Task 3  

Overview Kitsch Kitchens wishes to improve the control of its 
overheads by improving the accuracy and control of 
departmental budgets. You have been asked to put 
together a few slides to brief their managers on setting 
and managing budgets. 
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Evidence you must produce A set of between 3 and 7 slides e.g. using PowerPoint. 

Your response must cover the issues below and directly 
address all the assessment criteria for this unit. 

What you must include a) An explanation of the uses of budgets in controlling 
costs. (P9) 

b) An explanation of the processes of setting and 
managing a budget. (P10) 

Criteria covered by this task P9 Explain the purposes of budgets in managing costs 

P10 Explain the process of setting and managing a 
budget 

 

Task 4   

Overview Kitsch Kitchens is exploring whether it should buy in the 
kitchen units pre-assembled rather than assemble them 
themselves. They have asked you to assess whether it is 
worthwhile buying in pre-assembled units. You have 
decided to tackle the problem by drawing up a schedule 
of the costs. 

Evidence you must produce 1. A schedule of costs 
2. A commentary 

Your response must cover the issues below and directly 
address all the assessment criteria for this unit. 

What you must include a) A schedule of costs for option A: Assemble the units 
themselves as present and option B: Buy in pre-
assembled units. State which option is most cost 
effective. (P11) 

b) An explanation of opportunity costs and sunk costs, 
identifying whether there could be any such costs in 
this case. (P12) 

Criteria covered by this task P11 Assemble a schedule of costs to compare two 
alternatives  

P12 Explain opportunity costs and sunk costs 
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Centre guidance 
 

Scope of permitted modification of the sample assignment 

This is a sample assessment and it can be modified to meet the interests and needs of 

particular groups of learners. There is particular scope built in for choice of industry and 

organisation to meet the interests and needs of learners.  

 

The learning outcomes and assessment criteria may not be changed. It is the tutor’s 

responsibility to ensure that the learner has opportunity to demonstrate all learning outcomes 

and assessment criteria. 

 

Reasonable adjustments may be made for individuals with learning difficulties and/or 

disability and notified to VTCT in line with guidelines in the Centre Handbook. 

 

Before carrying out the assignment 

Before carrying out the assignment the learner should ensure that they are familiar with the 

unit content and understand what they are being asked to do. 

 

The tutor must ensure that the learner has access to the resources they need to complete 

the assignment and that they have the assignment material in an accessible form.  

 

When completing the assignment 

This is a summative assignment and should be completed independently by the learner after 

they have completed the learning for this unit. The tutor is permitted to clarify the assignment 

and may steer the learner towards resources, but must not give the learner formative 

feedback while the assignment is being completed. The centre must ensure that the 

assessment is supervised sufficiently that it can be assured of the authenticity of the 

learner’s evidence. 

  

Presentation of work for marking and verification  

The centre should set the learner a submission date for the assignment. If assessment 

criteria are found to be omitted when the work is assessed, then the centre may give 

feedback and allow the learner to re-submit the assignment within 15 working days. A single 

resubmission is allowed. 

 

Marking 

Marking is pass/fail, either the assessment criterion is met or it is not. Learners must achieve 

every assessment criterion to achieve the unit. The content in the unit is indicative of that 

which should be covered in the learning outcome. Learners are not expected to evidence 

that the know all the content providing they achieve the assessment criteria. It is anticipated 

that some scenarios will require different content from others. There should be no marks 

allocated or deducted for items not explicit within the assessment criteria.  

 

Where there are multiple assessors, the centre should internally verify/standardise the 

assessment. The centre must retain all assessed work until the groups achievement has 

been externally verified by VTCT. 
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Exemplar job cost sheet 

  

  

                        

  Job cost sheet   

              

  Job number  999    Date initiated 01/04/2017    

  Department  Assembly    Date completed 04/04/2017    

  Fitter  A Chipper    Units completed 1    

              

  Item   Bespoke kitchen units   

              

  Direct materials Direct Labour Overhead   

  Description unit cost number Amount Description Hours Amount Hours Rate Amount   

  
Worktop 
metres 

 £            
75.00  4 

 £         
300.00  worktop  1 

 £            
30.00  13 

 £            
55.00  

 £         
715.00    

  Trim roll 
 £            
35.00  1 

 £            
35.00  Base units 4 

 £         
120.00          

  Base units 
 £         
120.00  4 

 £         
480.00  Doors 3 

 £            
90.00          

  Doors 
 £            
85.00  6 

 £         
510.00  Wine rack  1 

 £            
30.00          

  Hinge sets 
 £            
30.00  6 

 £         
180.00  Instillation 4 

 £         
120.00          

  Handles 
 £            
20.00  6 

 £         
120.00      

 £                   
-            

  Wine rack 
 £            
85.00  1 

 £            
85.00      

 £                   
-            

              
 £                   
-            

  Totals 
 £      
1,710.00  Totals 13 

 £         
390.00      

 £         
715.00    

              

  Cost summary         

  Direct materials   
 £      
1,710.00    Date delivered 0/4/17   

  Direct labour   

 £         
390.00    Price agreed 

 £      
5,999.00    

  Manufacturing overhead   
 £         
715.00    Gross margin 65%   

  Total cost     
 £      
2,815.00    Net profit 

 £      
3,184.00    
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Option  A B   A = buy in units and assemble   
Schedule of costs      B = buy in units ready assembled  

Direct materials         

Base units  £      645,600.00   £      968,400.00        

other components  £  1,546,400.00   £  1,546,400.00        

Direct labour         

Fitters  £      525,000.00   £      393,750.00        

Manufacturing overhead         

Indirect labour  £      577,500.00   £      577,500.00        

Machinery lease  £        45,000.00   £        36,000.00        

Utilities  £      106,000.00   £        84,800.00        

Depreciation   £        48,000.00   £        48,000.00        

property rental  £      186,000.00   £      279,000.00        

Subtotal  £      962,500.00   £  1,025,300.00        

         

Total cost  £  3,679,500.00   £  3,933,850.00        
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Assignment brief  
 

Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU134 Financial appraisal of projects 

 

Issue date  

Hand in date  

Assessor  

IQA  

Assignment title A new factory for Airwatt  

 

 

Scenario 

Airwatt is a company that manufactures vacuum cleaners that use a revolutionary 
cyclonic fast spinning vortex to extract dust from the air drawn through the cleaner, thus 
preventing the need filters and bags. The designs are both ergonomic and high tech; 
employing strong, light and colourful plastics in the assembly of the vacuum cleaners.  

The company has a factory in the Midlands but wishes to expand its sales on mainland 
Europe. It is exploring the possibility of purchasing a factory for €2M in Milan. Research 
has suggested that sales would be €2.5M a year from year 2 but in year 1 sales would be 
restricted to €1M. 

The direct labour costs are 30% of sales, packaging and distribution 15% of sales and 
power 10% of sales. 

The fixed costs on management and marketing would be €0.5M per year. 

The estimated working capital requirement is €300,000. 

A new robot assembly line technology has become available, a further investment of €1M 
on an assembly line robot would reduce the direct labour costs by 50% (i.e. to 15% of 
sales). 

Task 1  

Overview You have been asked to model the returns over 10 years 
and to recommend a course of action. 

(For the sake of this exercise we will assume the 
investment is from the companies own resources, ignore 
depreciation and any residual value in the factory 
building or the robot) 
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Evidence you must produce A paper which analyses the two project options of setting 
up the;  

a) Proposed factory with traditional assembly line 
b) Proposed factory with an assembly line robot 

The paper should have an introduction explaining the 
reason for applying a discount rate i.e. the time value of 
money. It should include spreadsheets for the options, 
with the calculations of NPV, IRR, payback period and 
RoCE. There should then be a conclusion making your 
recommendation. 

Your response must cover the issues below and directly 
address all the assessment criteria for this unit. 

What you must include  1. An explanation of the factors affecting the value of 
money over time. (P1) 

2. Spreadsheets calculating the expected future cash 
flows for the project over a 10 year period for the  
a) proposed factory (P2) 
b) proposed factory with an assembly line robot (P2) 

3. For each identify the:  
a) NPV values of the project over 10 years (applying 

an annual discount rate of 5%) (P2) 
b) Internal Rate of Return (IRR) over 10 years (P3) 
c) Payback period (P5) 
d) Average Return on Capital Employed (RoCE) 

over the 10 years (P4) 
4. A recommendation on whether the project should go 

ahead and whether the project is improved by 
installing an assembly line robot; stating your 
reasons. (P2, P3) 

Criteria covered by this task P1 Explain the components which contribute to the time 
value of money 

P2 Apply Net Present Value (NPV) calculations on future 
cash flows from a potential project 

P3 Demonstrate the use of Internal Rate of Return to 
decide between two project options 

P4 Determine the Return on Capital Employed RoCE to 
compare two project options 

P5 Calculate the payback period of a project 
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Centre guidance 
 

Scope of permitted modification of the sample assignment 

This is a sample assessment and it can be modified to meet the interests and needs of 

particular groups of learners. There is particular scope built in for choice of industry and 

organisation to meet the interests and needs of learners.  

 

The learning outcomes and assessment criteria may not be changed. It is the tutor’s 

responsibility to ensure that the learner has opportunity to demonstrate all learning outcomes 

and assessment criteria. 

 

Reasonable adjustments may be made for individuals with learning difficulties and/or 

disability and notified to VTCT in line with guidelines in the Centre Handbook. 

 

Before carrying out the assignment 

Before carrying out the assignment the learner should ensure that they are familiar with the 

unit content and understand what they are being asked to do. 

 

The tutor must ensure that the learner has access to the resources they need to complete 

the assignment and that they have the assignment material in an accessible form.  

 

When completing the assignment 

This is a summative assignment and should be completed independently by the learner after 

they have completed the learning for this unit. The tutor is permitted to clarify the assignment 

and may steer the learner towards resources, but must not give the learner formative 

feedback while the assignment is being completed. The centre must ensure that the 

assessment is supervised sufficiently that it can be assured of the authenticity of the 

learner’s evidence. 

  

Presentation of work for marking and verification  

The centre should set the learner a submission date for the assignment. If assessment 

criteria are found to be omitted when the work is assessed, then the centre may give 

feedback and allow the learner to re-submit the assignment within 15 working days. A single 

resubmission is allowed. 

 

Marking 

Marking is pass/fail, either the assessment criterion is met or it is not. Learners must achieve 

every assessment criterion to achieve the unit. The content in the unit is indicative of that 

which should be covered in the learning outcome. Learners are not expected to evidence 

that they know all the content providing they achieve the assessment criteria. It is anticipated 

that some scenarios will require different content from others. There should be no marks 

allocated or deducted for items not explicit within the assessment criteria.  

 

Where there are multiple assessors, the centre should internally verify/standardise the 

assessment. The centre must retain all assessed work until the groups achievement has 

been externally verified by VTCT. 



 
 

UBU134 Financial appraisal of projects  4 
 

  Year 0 Year 1 Year 2 Year 3 Year 4 Year 5 Year 6 Year 7 Year 8 Year 9 Year 10 

                        

Expected 
income  

                      

Sales   €                 -    
 € 
1,000,000.00 

 € 
2,000,000.00  

 € 
2,000,000.00  

 € 
2,000,000.00  

 € 
2,000,000.00  

 € 
2,000,000.00  

 € 
2,000,000.00  

 € 
2,000,000.00  

 € 
2,000,000.00  

 € 
2,000,000.00  

                        

Total -income   €                 -    
 € 
1,000,000.00  

 € 
2,000,000.00  

 € 
2,000,000.00  

 € 
2,000,000.00  

 € 
2,000,000.00  

 € 
2,000,000.00  

 € 
2,000,000.00  

 € 
2,000,000.00  

 € 
2,000,000.00  

 € 
2,000,000.00  

                        

                        

Operating 
expenses  

Year 0 Year 1 Year 2 Year 2 Year 2 Year 2 Year 2 Year 2 Year 2 Year 2 Year 3 

Direct labour  €                 -    
 €    
300,000.00  

 €    
600,000.00  

 €    
600,000.00  

 €    
600,000.00  

 €    
600,000.00  

 €    
600,000.00  

 €    
600,000.00  

 €    
600,000.00  

 €    
600,000.00  

 €    
600,000.00  

Packaging and 
distribution 

  
 €    
150,000.00  

 €    
300,000.00  

 €    
300,000.00  

 €    
300,000.00  

 €    
300,000.00  

 €    
300,000.00  

 €    
300,000.00  

 €    
300,000.00  

 €    
300,000.00  

 €    
300,000.00  

Power, water 
etc  

 €                 -    
 €    
100,000.00  

 €    
200,000.00  

 €    
200,000.00  

 €    
200,000.00  

 €    
200,000.00  

 €    
200,000.00  

 €    
200,000.00  

 €    
200,000.00  

 €    
200,000.00  

 €    
200,000.00  

Management 
and marketing   

 €                 -    
 €    
500,000.00  

 €    
500,000.00  

 €    
500,000.00  

 €    
500,000.00  

 €    
500,000.00  

 €    
500,000.00  

 €    
500,000.00  

 €    
500,000.00  

 €    
500,000.00  

 €    
500,000.00  

                        

Total - 
operating 
expenditure 

 €                 -    
 € 
1,050,000.00  

 € 
1,600,000.00  

 € 
1,600,000.00  

 € 
1,600,000.00  

 € 
1,600,000.00  

 € 
1,600,000.00  

 € 
1,600,000.00  

 € 
1,600,000.00  

 € 
1,600,000.00  

 € 
1,600,000.00  

                        

Capital Costs                        

Buildings and 
plant 

 € 
2,000,000.00  

 €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -    

Robot 
including 
instillation and 
software 

 €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -    

                        

Total - capital 
costs 

 € 
2,000,000.00  

 €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -    

                        

                        

 
                      

Annual 
cashflow 

-€ 
2,000,000.00  

-€      
50,000.00  

 €    
400,000.00  

 €    
400,000.00  

 €    
400,000.00  

 €    
400,000.00  

 €    
400,000.00  

 €    
400,000.00  

 €    
400,000.00  

 €    
400,000.00  

 €    
400,000.00  

                        

Cumulative 
cash flow 

-€ 
2,000,000.00  

-€ 
2,050,000.00  

-€ 
1,650,000.00  

-€ 
1,250,000.00  

-€    
850,000.00  

-€    
450,000.00  

-€      
50,000.00  

 €    
350,000.00  

 €    
750,000.00  

 € 
1,150,000.00  

 € 
1,550,000.00  

Exemplar spreadsheets 

New factory – traditional assembly line 
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Internal Rate 
of Return 

                      

Best case 10.5%                     

                        

Net Present 
Value 

                      

  € 
1,476,190.48  

                    

            

Payback 
period  6 years 2 months         

            

ROCE  17% (Working cap 
 €      
400,000.00  )        

  

Average 
annual profit 

 €      
400,000.00          
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  Year 0 Year 1 Year 2 Year 3 Year 4 Year 5 Year 6 Year 7 Year 8 Year 9 Year 10 

                        

Expected income                        

Sales   €                   -     € 1,000,000.00   € 2,000,000.00   € 2,000,000.00   € 2,000,000.00   € 2,000,000.00   € 2,000,000.00   € 2,000,000.00   € 2,000,000.00   € 2,000,000.00   € 2,000,000.00  

                        

Total -income   €                   -     € 1,000,000.00   € 2,000,000.00   € 2,000,000.00   € 2,000,000.00   € 2,000,000.00   € 2,000,000.00   € 2,000,000.00   € 2,000,000.00   € 2,000,000.00   € 2,000,000.00  

                        

                        

Operating expenses  Year 0 Year 1 Year 2 Year 2 Year 2 Year 2 Year 2 Year 2 Year 2 Year 2 Year 3 

Direct labour  €                   -     €    150,000.00   €    300,000.00   €    300,000.00   €    300,000.00   €    300,000.00   €    300,000.00   €    300,000.00   €    300,000.00   €    300,000.00   €    300,000.00  

Packaging and distribution    €    150,000.00   €    300,000.00   €    300,000.00   €    300,000.00   €    300,000.00   €    300,000.00   €    300,000.00   €    300,000.00   €    300,000.00   €    300,000.00  

Power, water etc   €                   -     €    100,000.00   €    200,000.00   €    200,000.00   €    200,000.00   €    200,000.00   €    200,000.00   €    200,000.00   €    200,000.00   €    200,000.00   €    200,000.00  

Management and marketing    €                   -     €    500,000.00   €    500,000.00   €    500,000.00   €    500,000.00   €    500,000.00   €    500,000.00   €    500,000.00   €    500,000.00   €    500,000.00   €    500,000.00  

                        

Total - operating expenditure  €                   -     €    900,000.00   € 1,300,000.00   € 1,300,000.00   € 1,300,000.00   € 1,300,000.00   € 1,300,000.00   € 1,300,000.00   € 1,300,000.00   € 1,300,000.00   € 1,300,000.00  

                        

Capital Costs                        

Buildings and plant  €   2,000,000.00   €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -    

Robot including instillation and software  €   1,000,000.00   €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -    

                        

Total - capital costs  €   3,000,000.00   €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -     €                 -    

                        

                        

 
                      

Annual cashflow -€   3,000,000.00   €    100,000.00   €    700,000.00   €    700,000.00   €    700,000.00   €    700,000.00   €    700,000.00   €    700,000.00   €    700,000.00   €    700,000.00   €    700,000.00  

                        

Cumulative cash flow -€   3,000,000.00  -€ 2,900,000.00  -€ 2,200,000.00  -€ 1,500,000.00  -€    800,000.00  -€    100,000.00   €    600,000.00   € 1,300,000.00   € 2,000,000.00   € 2,700,000.00   € 3,400,000.00  

                        

Exemplar spreadsheets 

New factory – traditional assembly line 
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Internal Rate of Return                       

 14.9%                     

                        

Net Present Value                       

  €   3,238,095.24                      

            

Payback period  
5 years 2 months         

            

ROCE  21% (Working cap  €      400,000.00  )        

  Average annual profit  €      700,000.00          
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Assignment brief  

 

Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU135 Managing the marketing mix 

 

Issue date  

Hand in date  

Assessor  

IQA  

Assignment title Marketing mix 

 

Scenario 

The marketing mix employed to sell a product, brand or business is the central plank of 
all marketing activity. Its various components have to be coherent with the company’s 
strategy and the positioning of its brand. 

Choose two businesses with well-known brands for which there is plenty of information 
on their approach to marketing. Good examples would include: 

 Apple 

 Cadbury 

 Cath Kidston 

 Coca Cola 

 Dove 

 John Deere 

 Porsche 

You will then need to research these to address the task below. 

Task 1  

Overview Your task is to produce a report comparing and 
contrasting the marketing mix of the two companies. 
Relate these to the markets in which the companies 
operate and their positioning in those markets. 

Evidence you must produce You are required to provide a report addressing the 
questions below. There is no requirement in terms of the 
number of words but the report must include all the 
components below and directly address the assessment 
criteria identified. 
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What you must include The following sections: 

1. Introduction 
a) Explaining what constitutes the marketing mix 

and the value of establishing the appropriate 
marketing mix. (P1, P2) 

b) Identifying the businesses and brands which you 
are comparing and describing the 
markets/segments they are aiming for. (P1, P2) 

2. Products 

a) Explaining the nature and the features of a 
product using the two businesses you have 
identified. You should identify examples of their 
products, the market segments they are aiming 
for and how their presentation of the products 
addresses these. (P3, P4) 

3. Price 

a) Explaining the effects of supply and demand on 
price and explaining the effects of price on the 
demand for the products identified for the two 
businesses. (P6, P7) 

b) Explaining the range of pricing strategies 
available to the companies and identifying those 
you think that your businesses are adopting, 
explaining your reasons. (P8) 

4. Place/Distribution 

a) Explaining the concept of place in terms of the 
marketing mix identifying the range of channels to 
market used by each of your businesses. (P9, 
P10) 

b) Identifying the range of media that your 
businesses use or could use for direct sales. 
(P11) 

5. Promotion 

a) Explaining the components of the promotion mix 
for a product in each of your example businesses 
and describe the role of the promotions. (P12, 
P13) 

6. Conclusion 

a) Explaining how the marketing mix employed by 
your two companies position their products in the 
market place and match the lifecycles of their 
products. (P5) 

Criteria covered by this task P1 Explain what constitutes the marketing mix 

P2 Explain the value of establishing the appropriate 
marketing mix 

P3 Explain nature of the product in the marketing mix 

P4 Explain the features of a product 
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P5 Explain approaches to marketing within the product 
lifecycle 

P6 Explain the effects of supply and demand on price  

P7 Explain the effects of price on the demand for a 
product or service  

P8 Explain a range of pricing strategies  

P9 Explain the concept of place in terms of the marketing 
mix 

P10 Explain the range of channels to market  

P11 Identify the range of media for direct sales 

P12 Describe the role of promotion in the marketing mix  

P13 Explain the components of promotion mix 
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Centre guidance 
 

Scope of permitted modification of the sample assignment 

This is a sample assessment and it can be modified to meet the interests and needs of 

particular groups of learners. There is particular scope built in for choice of industry and 

organisation to meet the interests and needs of learners.  

 

The learning outcomes and assessment criteria may not be changed. It is the tutor’s 

responsibility to ensure that the learner has opportunity to demonstrate all learning outcomes 

and assessment criteria. 

 

Reasonable adjustments may be made for individuals with learning difficulties and/or 

disability and notified to VTCT in line with guidelines in the Centre Handbook. 

 

Before carrying out the assignment 

Before carrying out the assignment the learner should ensure that they are familiar with the 

unit content and understand what they are being asked to do. 

 

The tutor must ensure that the learner has access to the resources they need to complete 

the assignment and that they have the assignment material in an accessible form.  

 

When completing the assignment 

This is a summative assignment and should be completed independently by the learner after 

they have completed the learning for this unit. The tutor is permitted to clarify the assignment 

and may steer the learner towards resources, but must not give the learner formative 

feedback while the assignment is being completed. The centre must ensure that the 

assessment is supervised sufficiently that it can be assured of the authenticity of the 

learner’s evidence. 

  

Presentation of work for marking and verification  

The centre should set the learner a submission date for the assignment. If assessment 

criteria are found to be omitted when the work is assessed, then the centre may give 

feedback and allow the learner to re-submit the assignment within 15 working days. A single 

resubmission is allowed. 

 

Marking 

Marking is pass/fail, either the assessment criterion is met or it is not. Learners must achieve 

every assessment criterion to achieve the unit. The content in the unit is indicative of that 

which should be covered in the learning outcome. Learners are not expected to evidence 

that they know all the content providing they achieve the assessment criteria. It is anticipated 

that some scenarios will require different content from others. There should be no marks 

allocated or deducted for items not explicit within the assessment criteria.  

 

Where there are multiple assessors, the centre should internally verify/standardise the 

assessment. The centre must retain all assessed work until the groups achievement has 

been externally verified by VTCT. 
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Assignment brief  
 

Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU136 Market research and analysis 

 

Issue date  

Hand in date  

Assessor  

IQA  

Assignment title Airwatt market research 

 

Scenario 

Airwatt is a company that manufactures vacuum cleaners that use a revolutionary 
cyclonic fast spinning vortex to extract dust from the air drawn through the cleaner, thus 
preventing the need filters and bags. The designs are both ergonomic and high tech; 
employing strong, light and colourful plastics in the assembly of the vacuum cleaners.  

The company is currently diversifying into the manufacture of industrial dust extractors. 
Employing its technology to extract dust from enclosed industrial environments e.g. 
carpentry workshops, bakers (flour milling), agricultural environments, machine shops, 
stone working and glass etching. 

The company has been in existence for about three years, during which time its focus 
has been on research and development into the technology of its products. It has 
decided, that to reap the benefits of it product range, it needs to invest in marketing. The 
company has decided that the first stage should be a programme of market research. 

Task 1  

Overview You have been asked to write a report to brief the Senior 
Management Team on the market research programme 
and its benefits.  

Evidence you must produce You are required to provide a report addressing the 
issues below. There is no requirement in terms of the 
number of words but the report must include all the 
components below and directly address the assessment 
criteria identified. 

What you must I                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
nclude 

You must: 

a) Explain what market research is and how it can 
inform Airwatt’s marketing strategy. (P1) 
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b) Explain the types of market research that are 
available to Airwatt. (P2) 

c) Explain how Airwatt will judge the effectiveness of 
this research. (P4) 

d) Airwatt has decided to conduct a survey of its 
customers, in order to identify the customers and 
their buying behaviour. Explain the process/stages of 
this research. (P3) 

e) Explain the benefits of using customer segmentation 
to understand the customers for Airwatt’s vacuum 
cleaners. (P7) 

f) Explain how the customers purchasing Airwatt’s 
vacuum cleaners may be segmented. (P8) 

g) Explain the criteria that Airwatt will consider in 
choosing customer segment to target for sales of its 
vacuum cleaners. (P9) 

h) Identify and explain the roles influencing the decision 
to purchasing Airwatt vacuum cleaners. (P11) 

Criteria covered by this task P1 Explain what constitutes market research 

P2 Explain the types of market research 

P3 Explain the stages in conducting a market research 
project 

P4 Explain considerations in the effectiveness of market 
research 

P7 Explain the purpose of customer segmentation 

P8 Explain how customers may be segmented 

P9 Explain considerations in choosing a target customer 
segment 

P11 Identify roles in making the purchasing decision in 
consumer market 

 

Task 2  

Overview There are clearly differences in the markets for industrial 
dust extractors and domestic vacuum cleaners. The 
marketing department has asked you to provide a briefing 
paper on these differences. 

Evidence you must produce You are required to provide a briefing paper addressing 
the questions below. There is no requirement in terms of 
the number of words but the paper must include all the 
components below and directly address the assessment 
criteria identified. 

What you must include You must: 

a) Distinguish between Airwatt’s consumer market and 
business to business market. (P10) 

b) Explain how customers for industrial dust extractors 
may be segmented. (P13) 
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c) There are a number of stakeholders likely to be 
involved in purchasing Airwatt’s new dust extractors, 
explain the roles of those likely to be involved in 
making the purchase decision. (P12) 

d) Explain the factors that you would consider in 
assessing the influence of the macro environment on 
the demand for dust extractors. (P5) 

e) Explain the constituents of the near industry 
environment and their relevance to the launch of 
Airwatt industrial dust extractors. (P6) 

Criteria covered by this task P5 Explain the macro environment in relation to market 
research 

P6 Explain the marketing significance of the near industry 
environment  

P10 Distinguish between consumer markets and 
business to business markets 

P12 Explain the roles in making the purchase decision in 
business to business markets 

P13 Explain how business to business customers may be 
segmented 
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Centre guidance 
 

Scope of permitted modification of the sample assignment 

This is a sample assessment and it can be modified to meet the interests and needs of 

particular groups of learners. There is particular scope built in for choice of industry and 

organisation to meet the interests and needs of learners.  

 

The learning outcomes and assessment criteria may not be changed. It is the tutor’s 

responsibility to ensure that the learner has opportunity to demonstrate all learning outcomes 

and assessment criteria. 

 

Reasonable adjustments may be made for individuals with learning difficulties and/or 

disability and notified to VTCT in line with guidelines in the Centre Handbook. 

 

Before carrying out the assignment 

Before carrying out the assignment the learner should ensure that they are familiar with the 

unit content and understand what they are being asked to do. 

 

The tutor must ensure that the learner has access to the resources they need to complete 

the assignment and that they have the assignment material in an accessible form.  

 

When completing the assignment 

This is a summative assignment and should be completed independently by the learner after 

they have completed the learning for this unit. The tutor is permitted to clarify the assignment 

and may steer the learner towards resources, but must not give the learner formative 

feedback while the assignment is being completed. The centre must ensure that the 

assessment is supervised sufficiently that it can be assured of the authenticity of the 

learner’s evidence. 

  

Presentation of work for marking and verification  

The centre should set the learner a submission date for the assignment. If assessment 

criteria are found to be omitted when the work is assessed, then the centre may give 

feedback and allow the learner to re-submit the assignment within 15 working days. A single 

resubmission is allowed. 

 

Marking 

Marking is pass/fail, either the assessment criterion is met or it is not. Learners must achieve 

every assessment criterion to achieve the unit. The content in the unit is indicative of that 

which should be covered in the learning outcome. Learners are not expected to evidence 

that the know all the content providing they achieve the assessment criteria. It is anticipated 

that some scenarios will require different content from others. There should be no marks 

allocated or deducted for items not explicit within the assessment criteria.  

 

Where there are multiple assessors, the centre should internally verify/standardise the 

assessment. The centre must retain all assessed work until the groups achievement has 

been externally verified by VTCT. 
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Assignment brief  
 

Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU137 Marketing strategies and plans 

 

Issue date  

Hand in date  

Assessor  

IQA  

Assignment title Airwatt’s marketing plan 

 

Scenario 

Airwatt is a company that manufactures vacuum cleaners that use a revolutionary 
cyclonic fast spinning vortex to extract dust from the air drawn through the cleaner, thus 
preventing the need filters and bags. The designs are both ergonomic and high tech; 
employing strong, light and colourful plastics in the assembly of the vacuum cleaners. 

Airwatt has been running for about 3 years. It has found potential investors, who perceive 
the opportunities of this new technology and wish to invest in the growth of the company. 
There are a number of strategies that the company can adopt e.g. 

 Spend more on marketing its present range of vacuum cleaners in the UK. The 
range is relatively new and the current customers are early adopters of the 
technology 

 Start to export its range of vacuum cleaners, it has Worldwide patents 

 Develop features and new accessories for its vacuum cleaners e.g. carpet 
beaters 

 Develop carpet cleaners, able to pick up liquids from carpet 

 Manufacture the plastic components which make up its vacuum cleaners 

 Develop and manufacture industrial dust extractors, employing its technology to 
extract dust from enclosed industrial environments e.g. carpentry workshops, 
bakers (flour milling), agricultural environments, machine shops, working stone or 
etching glass workshops 

Task 1  

Overview You have been asked to review the options available to 
the company and write a short report identifying the 
benefits and risks of each strategy. You have decided 
that the Ansoff Matrix provides a good model for this. 

Evidence you must produce You are required to provide a report addressing the 
issues below. There is no requirement in terms of the 
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number of words but the report must include all the 
components below and directly address the assessment 
criteria identified. 

What you must include You must: 

a) Draw an Ansoff Matrix, labelling the axes and the 
quadrants. (P1) 

b) Explain the strategies Airwatt could take, using the 
Ansoff Matrix as a model and giving examples. 
Include the benefits and risks of each strategy. (P2, 
P3, P4, P5) 

Criteria covered by this task P1 Explain the Ansoff Matrix 

P2 Explain a ‘market penetration’ strategy 

P3 Explain a ‘market development’ strategy 

P4 Explain a ‘product development’ strategy 

P5 Explain ‘diversification’ strategies 

 

Task 2  

Overview Since Airwatt vacuum cleaners are relatively new on the 
market, Airwatt have decided to focus on a market 
penetration strategy. You have been asked to provide a 
roadmap for the development of the marketing plan. 

Evidence you must produce You are required to provide a discussion document 
addressing the issues below. There is no requirement in 
terms of the number of words but the paper must include 
all the components below and directly address the 
assessment criteria identified. 

What you must include You must: 

a) Provide an introduction explaining the process 
employed in developing marketing plan. (P6) 

b) Explain how you would set about researching the 
market for Airwatt vacuum cleaners. (P7) 

c) Explain how to conduct a situation SWOT analysis for 
Airwatt suggesting examples. (P8) 

d) Explain how to conduct a ‘marketing audit’ for Airwatt. 
(P9) 

e) Suggest possible marketing objectives for Airwatt, 
explaining your reasoning. (P10)  

f) Suggest a ‘marketing strategy’ for Airwatt vacuum 
cleaners, explaining/justifying your approach. (P11) 

g) Explain the essential components you would include 
in the ‘marketing action plan’ that would support this 
strategy (focus on the headings rather than the 
actions). (P12) 

h) Explain how you would monitor and evaluate the 
implementation of the action plan and strategy 
developed for Airwatt. (P14) 
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i) Explain how you would devise a ‘sales and profit 
forecast’ in order to set realistic target against which 
to judge Airwatt’s marketing strategy. (P13) 

Criteria covered by this task P6 Explain the process of developing a marketing plan 

P7 Explain how to research the market 

P8 Explain how to conduct a situation SWOT analysis 

P9 Explain how to conduct a ‘marketing audit’ 

P10 Explain potential marketing objectives 

P11 Explain how to devise a ‘marketing strategy’ 

P12 Explain the essential components of a ‘marketing 
action plan’ 

P13 Explain how to devise a ‘sales and profit forecast’  

P14 Explain how the implementation of the plan may be 
monitored and evaluated 

  



 
 

UBU137 Market strategies and plans  4 
 

Centre guidance 
 

Scope of permitted modification of the sample assignment 

This is a sample assessment and it can be modified to meet the interests and needs of 

particular groups of learners. There is particular scope built in for choice of industry and 

organisation to meet the interests and needs of learners.  

 

The learning outcomes and assessment criteria may not be changed. It is the tutor’s 

responsibility to ensure that the learner has opportunity to demonstrate all learning outcomes 

and assessment criteria. 

 

Reasonable adjustments may be made for individuals with learning difficulties and/or 

disability and notified to VTCT in line with guidelines in the Centre Handbook. 

 

Before carrying out the assignment 

Before carrying out the assignment the learner should ensure that they are familiar with the 

unit content and understand what they are being asked to do. 

 

The tutor must ensure that the learner has access to the resources they need to complete 

the assignment and that they have the assignment material in an accessible form.  

 

When completing the assignment 

This is a summative assignment and should be completed independently by the learner after 

they have completed the learning for this unit. The tutor is permitted to clarify the assignment 

and may steer the learner towards resources, but must not give the learner formative 

feedback while the assignment is being completed. The centre must ensure that the 

assessment is supervised sufficiently that it can be assured of the authenticity of the 

learner’s evidence. 

  

Presentation of work for marking and verification  

The centre should set the learner a submission date for the assignment. If assessment 

criteria are found to be omitted when the work is assessed, then the centre may give 

feedback and allow the learner to re-submit the assignment within 15 working days. A single 

resubmission is allowed. 

 

Marking 

Marking is pass/fail, either the assessment criterion is met or it is not. Learners must achieve 

every assessment criterion to achieve the unit. The content in the unit is indicative of that 

which should be covered in the learning outcome. Learners are not expected to evidence 

that the know all the content providing they achieve the assessment criteria. It is anticipated 

that some scenarios will require different content from others. There should be no marks 

allocated or deducted for items not explicit within the assessment criteria.  

 

Where there are multiple assessors, the centre should internally verify/standardise the 

assessment. The centre must retain all assessed work until the groups achievement has 

been externally verified by VTCT. 
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Assignment brief   

Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU138 Promoting products and services 

 

Issue date  

Hand in date  

Assessor  

IQA  

Assignment title Promoting the Airwatt brand 

 

Scenario 

Airwatt is a company that manufactures vacuum cleaners that use a revolutionary 
cyclonic fast spinning vortex to extract dust from the air drawn through the cleaner, thus 
preventing the need filters and bags. The designs are both ergonomic and high tech; 
employing strong, light and colourful plastics in the assembly of the vacuum cleaners. 

Airwatt have decided to focus on a market penetration strategy. They wish to invest in 
developing their brand and a high profile promotional campaign. They aim to make 
Airwatt a household name, recognised for innovation and quality in vacuum cleaners. 

You work for ‘Seduction’, a marketing agency and have been assigned to the key account 
management of Airwatt. 

Task 1   

Overview Some of the Airwatt senior management are unclear of 
the benefits of investing in brand development. You have 
agreed to put together a pitch to convince the Airwatt 
team of these benefits, suggest how you would set about 
developing the brand and pitch for the work. 

Evidence you must produce You may use a variety of media to achieve this task e.g. 
a written report, PowerPoint presentation, Prezi, video. 
However, when you present your pitch it must include all 
the components below and directly address the 
assessment criteria identified.  

What you must include You must: 

a) Explain the concept of brand to Airwatt and identify 
the features, that you feel, might make up the Airwatt 
brand. You could use a mood board for this. (P1) 

b) Explain the advantages to Airwatt of developing their 
brand in this way. (P1, P3) 
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c) Explain how you would set about building the Airwatt 
brand. (P2) 

d) Describe the components of the creative brief that 
you would need to agree for an advertising campaign 
to promote the Airwatt brand. (P10) 

e) Explain how you would select appropriate media for 
the communication campaign to promote the brand. 
(P8) 

f) Pitch for the work explaining the functions and 
advantages of using seduction as a marketing, public 
relations, advertising agency. (P9) 

Criteria covered by this task P1 Explain the features of a brand 

P2 Explain how to build a brand 

P3 Explain the advantages of developing a brand 

P8 Explain the selection of media for a communication 
campaign 

P9 Explain the roles of marketing, public relations and 
advertising agencies  

P10 Describe the components of a creative brief for an 
advertising campaign 

 

Task 2  

Overview Some of the Airwatt team feel that developing the brand 
is all very well but what they need to see is sales. 

Provide a pitch to them to explain how a promotional 
campaign works to deliver sales and how Seduction will 
put together a campaign to deliver this. 

Evidence you must produce You may use a variety of media to achieve this task e.g. a 
written report, PowerPoint presentation, Prezi, video. 
However, you present your pitch it must include all the 
components below and directly address the assessment 
criteria identified. 

What you must include You must: 

a) Explain the way the stages in an Airwatt promotional 
campaign would support the process of selling 
vacuum cleaners (P6) 

b) Summarise the purposes of the Airwatt promotional 
campaign (P4) 

c) Describe potential components of a promotional mix 
which would support the Airwatt campaign (P5) 

d) Explain the brief that you will need to agree with 
Airwatt senior management to shape the promotional 
campaign (P7) 

Criteria covered by this task P4 Identify purposes of promotion 
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P5 Describe potential components of a promotional mix 

P6 Explain the process of selling through promotion 

P7 Explain the contents of a brief for a promotional 
campaign 

 

Task 3   

Overview Seduction’s research has found that customers visit 
retailers to select their vacuum cleaner but increasingly 
then go online to purchase it more cheaply. As Airwatt’s 
key account manager, provide them a short briefing 
paper about the benefits of online marketing. 

Evidence you must produce You are required to provide a short paper addressing the 
issues below. There is no requirement in terms of the 
number of words but the paper must include all the 
components below and directly address the assessment 
criteria identified. 

What you must include You must: 

a) Explain the ways in which the internet could be used 
to support Airwatt’s marketing. Include the 
advantages to Airwatt’s customers and to Airwatt 
itself. (P11, P12) 

b) Explain how online marketing can provide unique 
approaches to promotion (P13) 

c) Explain how relationship marketing differs from 
traditional transactional marketing and the ways 
online media may be used to develop a relationship 
with the customer (P14, P15) 

Criteria covered by this task P11 Explain the ways in which the internet can be used in 
marketing 

P12 Explain the benefits to internet marketing to the 
customer 

P13 Explain approaches to promotion unique to online 
marketing 

P14 Distinguish between transactional marketing and 
relationship marketing 

P15 Explain the ways online media may be used to 
develop a relationship with the customer 
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Centre guidance 
 

Scope of permitted modification of the sample assignment 

This is a sample assessment and it can be modified to meet the interests and needs of 

particular groups of learners. There is particular scope built in for choice of industry and 

organisation to meet the interests and needs of learners.  

 

The learning outcomes and assessment criteria may not be changed. It is the tutor’s 

responsibility to ensure that the learner has opportunity to demonstrate all learning outcomes 

and assessment criteria. 

 

Reasonable adjustments may be made for individuals with learning difficulties and/or 

disability and notified to VTCT in line with guidelines in the Centre Handbook. 

 

Before carrying out the assignment 

Before carrying out the assignment the learner should ensure that they are familiar with the 

unit content and understand what they are being asked to do. 

 

The tutor must ensure that the learner has access to the resources they need to complete 

the assignment and that they have the assignment material in an accessible form.  

 

When completing the assignment 

This is a summative assignment and should be completed independently by the learner after 

they have completed the learning for this unit. The tutor is permitted to clarify the assignment 

and may steer the learner towards resources, but must not give the learner formative 

feedback while the assignment is being completed. The centre must ensure that the 

assessment is supervised sufficiently that it can be assured of the authenticity of the 

learner’s evidence. 

  

Presentation of work for marking and verification  

The centre should set the learner a submission date for the assignment. If assessment 

criteria are found to be omitted when the work is assessed, then the centre may give 

feedback and allow the learner to re-submit the assignment within 15 working days. A single 

resubmission is allowed. 

 

Marking 

Marking is pass/fail, either the assessment criterion is met or it is not. Learners must achieve 

every assessment criterion to achieve the unit. The content in the unit is indicative of that 

which should be covered in the learning outcome. Learners are not expected to evidence 

that the know all the content providing they achieve the assessment criteria. It is anticipated 

that some scenarios will require different content from others. There should be no marks 

allocated or deducted for items not explicit within the assessment criteria.  

 

Where there are multiple assessors, the centre should internally verify/standardise the 

assessment. The centre must retain all assessed work until the groups achievement has 

been externally verified by VTCT. 
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Assignment brief  
 

Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU139 Identifying human resource requirements in a 
business 

 

Issue date  

Hand in date  

Assessor  

IQA  

Assignment title Human resource planning 

 

Scenario 

Airwatt is a company that manufactures vacuum cleaners, which use a revolutionary 
cyclonic fast spinning vortex to extract dust from the air drawn through the cleaner, thus 
preventing the need filters and bags. The designs are both ergonomic and high tech; 
employing strong, light and colourful plastics in the assembly of the vacuum cleaners. 

The company is enjoying a rapid growth rate. It currently employs about 50 people and is 
quite lean compared with its more established competitors. There has been a feeling 
amongst staff that they are struggling to cope and that staffing levels have not kept up 
with the growth of the company. In addition, there are a couple of unfilled posts within the 
firm. There has been much in the press about the UK’s skills shortage and Airwatt’s 
Directors are concerned that product quality and/or the company’s growth could be 
compromised by lack of skills. 

Task 1  

Overview You have been asked to write a discussion paper 
exploring the company’s possible future human resource 
requirements. 

Evidence you must produce A discussion paper addressing the issues below. There 
is no requirement in terms of the number of words but 
the paper must include all the components below and 
directly address the assessment criteria identified. 

What you must include You must: 

a) Explain the range of possible factors, internal to the 
company and caused by changes in the external 
business environment, which might change the firm’s 
human resources needs. (P1) 
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b) Explain the process the firm should use to forecast 
its future human resource needs and produce a 
staffing plan. (P2) 

c) Explain the circumstances leading to the firm 
deciding to recruit staff. (P6) 

Criteria covered by this task P1 Explain the need to plan for the supply of human 
resources 

P2 Explain how to forecast future human resource needs 

P6 Explain how decisions to recruit staff are made 

 

Task 2   

Overview There has been a feeling amongst staff that they cannot 
cope and that staffing levels have not kept up with the 
growth of the company. You have been asked to look into 
this. Task 2 is to write a paper recommending to the 
senior management that the company undertakes an 
analysis of the various job roles within the company.  

Evidence you must produce A short paper addressing the issues below. There is no 
requirement in terms of the number of words but the 
paper must include all the components below and directly 
address the assessment criteria identified. 

What you must include You must: 

a) Explain the reasons why the company would conduct 
a job analysis (P3) 

b) Explain methods of conducting a job analysis (P4) 
c) Explain what would be recorded and analysed in a 

job analysis (P5) 

Criteria covered by this task P3 Explain the purposes of job analysis 

P4 Explain methods of job analysis 

P5 Explain what is recorded and analysed in job analysis 

 

Task 3  

Overview The company has decided to appoint Personal Assistants 
(PA’s) to support its senior team of managers. You have 
been asked to develop the job description and person 
specification, and to recommend how the recruitment 
should be handled. 

You can find details of the PA role and skill requirements 
from websites such as: 

www.prospects.ac.uk 

www.snagajob.com 

http://www.prospects.ac.uk/
http://www.snagajob.com/
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www.targetjobs.co.uk 

Evidence you must produce A job description, person specification and an email 
proposing how the recruitment should be handled. These 
must directly address the assessment criteria identified. 

What you must include a) A job description and person specification for the 
Personal Assistant (PA) job role that has arisen in the 
firm. (P9, P10) 

b) An evaluation of the choice between recruiting the 
post internally or externally. (P7) 

c) A recommendation on whether the company should 
use a recruitment agency or handle the recruitment 
itself, giving reasons for your recommendation. (P8) 

Criteria covered by this task P7 Evaluate the choice between internal or external 
recruitment 

P8 Evaluate the use of recruitment agencies and 
consultants 

P9 Prepare a job description for a post 

P10 Prepare a person specification for a job role 

 

  

http://www.targetjobs.co.uk/
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Centre guidance 
 

Scope of permitted modification of the sample assignment 

This is a sample assessment and it can be modified to meet the interests and needs of 

particular groups of learners. There is particular scope built in for choice of industry and 

organisation to meet the interests and needs of learners.  

 

The learning outcomes and assessment criteria may not be changed. It is the tutor’s 

responsibility to ensure that the learner has opportunity to demonstrate all learning outcomes 

and assessment criteria. 

 

Reasonable adjustments may be made for individuals with learning difficulties and/or 

disability and notified to VTCT in line with guidelines in the Centre Handbook. 

 

Before carrying out the assignment 

Before carrying out the assignment the learner should ensure that they are familiar with the 

unit content and understand what they are being asked to do. 

 

The tutor must ensure that the learner has access to the resources they need to complete 

the assignment and that they have the assignment material in an accessible form.  

 

When completing the assignment 

This is a summative assignment and should be completed independently by the learner after 

they have completed the learning for this unit. The tutor is permitted to clarify the assignment 

and may steer the learner towards resources, but must not give the learner formative 

feedback while the assignment is being completed. The centre must ensure that the 

assessment is supervised sufficiently that it can be assured of the authenticity of the 

learner’s evidence. 

  

Presentation of work for marking and verification  

The centre should set the learner a submission date for the assignment. If assessment 

criteria are found to be omitted when the work is assessed, then the centre may give 

feedback and allow the learner to re-submit the assignment within 15 working days. A single 

resubmission is allowed. 

 

Marking 

Marking is pass/fail, either the assessment criterion is met or it is not. Learners must achieve 

every assessment criterion to achieve the unit. The content in the unit is indicative of that 

which should be covered in the learning outcome. Learners are not expected to evidence 

that the know all the content providing they achieve the assessment criteria. It is anticipated 

that some scenarios will require different content from others. There should be no marks 

allocated or deducted for items not explicit within the assessment criteria.  

 

Where there are multiple assessors, the centre should internally verify/standardise the 

assessment. The centre must retain all assessed work until the groups achievement has 

been externally verified by VTCT. 
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Assignment brief  
 

Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU140 Recruiting human resources for a business 

 

Issue date  

Hand in date  

Assessor  

IQA  

Assignment title Recruitment procedures 

 

Scenario 

You have just joined a company that has approximately 50 employees. Up until now it 
has been operated as a family business but as it grows the owner recognises that there is 
a need to professionalise its HR systems. With this is mind, you have been recently 
appointed as HR manager. Your first task is to tighten up its recruitment procedures. 

Task 1  

Overview You are required to design an application form and an 
equal opportunity monitoring form for the company to 
use in staff recruitment.  

Evidence you must produce An application form and an equal opportunity monitoring 
form. 

The forms must include all the components below and 
directly address the assessment criteria identified. 

What you must include a) An application form (P2) 
b) An equal opportunity monitoring form. Explain the 

purpose of the equal opportunity form on the 
document. (P3) 

Criteria covered by this task P2 Design an application form for a vacancy 

P3 Describe the role of an equal opportunities monitoring 
form 
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Task 2   

Overview Create a recruitment guide for managers, advising them 
on advertising vacancies, shortlisting, interviewing and 
offering posts 

Evidence you must produce  A recruitment guide including sections on: 

a) The application pack 
b) Advertising 
c) Acceptable applications  
d) Shortlisting 
e) Interview and selection activities 
f) Reasonable adjustment 
g) Making a job offer 

There is no requirement in terms of the number of words 
but the paper must include all the components below and 
directly address the assessment criteria identified. 

What you must include a) A checklist for the application pack, which will be 
made available for potential applicants to access on 
the company website. (P1) 

b) A list of what should be include in an advertisement 
for the post and guidance on the choice of 
advertising media. (P4) 

c) The different ways an application can be accepted 
with guidance on the preference of the organisation, 
giving reasons for the preference. (P5)  

d) Instructions on how to shortlist candidates for 
interview. (P6) 

e) An explanation of the range of selection procedures 
available to, give examples of approaches for a 
graphic designer, a PA and a sales rep. (P7) 

f) Guidance to managers on what reasonable 
adjustments can be made for applicants with a 
disability, in order to enable them to participate on a 
fair basis within the recruitment process. (P9) 

g) Guidance on good practice in conducting an 
interview. (P8) 

h) Guidance to managers on how to make a job offer. 
(P10) 

Criteria covered by this task P1 Identify the components of an application pack 

P4 Identify appropriate methods of advertising a vacancy 

P5 Identify ways an application for a job vacancy might be 
presented 

P6 Explain approaches to shortlisting candidates for 
interview 

P7 Explain different approaches to interviewing for job 
vacancies  

P8 Explain good practice in conducting an interview  
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P9 Identify reasonable adjustments for disability within the 
recruitment process 

P10 Explain how to make a job offer 
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Centre guidance 
 

Scope of permitted modification of the sample assignment 

This is a sample assessment and it can be modified to meet the interests and needs of 

particular groups of learners. There is particular scope built in for choice of industry and 

organisation to meet the interests and needs of learners.  

 

The learning outcomes and assessment criteria may not be changed. It is the tutor’s 

responsibility to ensure that the learner has opportunity to demonstrate all learning outcomes 

and assessment criteria. 

 

Reasonable adjustments may be made for individuals with learning difficulties and/or 

disability and notified to VTCT in line with guidelines in the Centre Handbook. 

 

Before carrying out the assignment 

Before carrying out the assignment the learner should ensure that they are familiar with the 

unit content and understand what they are being asked to do. 

 

The tutor must ensure that the learner has access to the resources they need to complete 

the assignment and that they have the assignment material in an accessible form.  

 

When completing the assignment 

This is a summative assignment and should be completed independently by the learner after 

they have completed the learning for this unit. The tutor is permitted to clarify the assignment 

and may steer the learner towards resources, but must not give the learner formative 

feedback while the assignment is being completed. The centre must ensure that the 

assessment is supervised sufficiently that it can be assured of the authenticity of the 

learner’s evidence. 

  

Presentation of work for marking and verification  

The centre should set the learner a submission date for the assignment. If assessment 

criteria are found to be omitted when the work is assessed, then the centre may give 

feedback and allow the learner to re-submit the assignment within 15 working days. A single 

resubmission is allowed. 

 

Marking 

Marking is pass/fail, either the assessment criterion is met or it is not. Learners must achieve 

every assessment criterion to achieve the unit. The content in the unit is indicative of that 

which should be covered in the learning outcome. Learners are not expected to evidence 

that the know all the content providing they achieve the assessment criteria. It is anticipated 

that some scenarios will require different content from others. There should be no marks 

allocated or deducted for items not explicit within the assessment criteria.  

 

Where there are multiple assessors, the centre should internally verify/standardise the 

assessment. The centre must retain all assessed work until the groups achievement has 

been externally verified by VTCT. 
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Assignment brief  
 

Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU141 Human resource management policy and legal 
dimensions 

 

Issue date  

Hand in date  

Assessor  

IQA  

Assignment title HRM policy and legal dimensions 

 

Scenario 

You have recently joined a company that has approximately 50 employees. Up until now 
it has been operated as a family business but as it grows the owner recognises that there 
is a need to professionalise its HR systems and wants reassurance that the company’s 
policies and procedures are compliant with its legal obligations. 

The company has 50 people working for it in a variety of ways. For example, it has; 

 Full-time and part-time office and factory staff who are on the pay roll, but individuals 
work under a variety of contracts with different terms and conditions 

 Due to fluctuations in demand it has a proportion of factory staff on zero hours’ 
contracts working as and when required  

 It also employs technical consultants who are paid on a casual basis for the work 
they complete and invoice the company e.g. graphic designers 

The position is further complicated because the company is taking over a similar firm in 
another area of the country. Although there will be more work, the company will not 
require all of the combined work force and both facilities. They will seek economies by 
shedding staff and centralising operations on one site. 

Task 1   

Overview You have been asked to provide a briefing for the 
Directors on the main implications to employment of 
current legislation and a list of policies that you feel the 
company should have in place.  

Evidence you must produce A summary of the main implications for employment of 
current legislation and policies that the company should 
have in place.  
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There is no requirement in terms of the number of words 
but the paper must include all the components below and 
directly address the assessment criteria identified. 

What you must include a) A briefing document on the main implications to 
employment of current legislation. You should 
include a summary of legal requirements relating to:  

I. Employment protection  
II. Pay 
III. Equality and discrimination 
IV. Families 
V. Health and Safety (P2)               

b) A list of six HR policies that you think the company 
should have in place, briefly explaining what should 
be included in each. (P1) 

Criteria covered by this task P1 Explain the range of policies that apply to Human 
Resource Management 

P2 Explain the main implications to employment of 
current legislation 

 

Task 2  

Overview The Directors are aware of changes to employment law 
around the rights of staff, particularly those on zero hours’ 
contracts. They would also like to standardise the firm’s 
employment contracts.  

You have been asked to brief the Directors on the 
employment rights of the different staff. Your tasks here 
are to produce a briefing paper, with a specimen contract 
of employment. 

Evidence you must produce A briefing paper including a specimen contract of 
employment.  

There is no requirement in terms of the number of words 
but the paper must include all the components below and 
directly address the assessment criteria identified. 

What you must include a) An explanation of the variety of employment statuses 
of people working at the company, including the 
employment rights of each group. (P3) 

b) A draft of a specimen contract of employment 
contract of employment for a full-time employee. (P4) 

c) An explanation of the circumstances in which the 
company can terminate a contract of employment 
and discharge an employee. (P5) 

Criteria covered by this task P3 Explain the variety of employment statuses 

P4 Explain the contents of a contract of employment  

P5 Explain circumstances in which an employer can 
terminate a contract of employment 
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Task 3  

Overview In the light of the takeover and subsequent decision to 
slim down the workforce and focus production a single 
site, the Directors have asked you to brief them on their 
responsibilities in terms of making staff redundant.  

Evidence you must produce You are required to produce a briefing paper. 

There is no requirement in terms of the number of words 
but the paper must include all the components below and 
directly address the assessment criteria identified. 

What you must include a) An explanation of the circumstances in which the 
company can make employees redundant and its 
responsibilities to the staff of the firm being taken 
over. (P6) 

b) An explanation of the employees’ rights if the 
company goes ahead with making staff redundant. 
(P7) 

Criteria covered by this task P6 Explain valid reasons for making an employee 
redundant 

P7 Explain employee rights in redundancy situations 
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Centre guidance 
 

Scope of permitted modification of the sample assignment 

This is a sample assessment and it can be modified to meet the interests and needs of 

particular groups of learners. There is particular scope built in for choice of industry and 

organisation to meet the interests and needs of learners.  

 

The learning outcomes and assessment criteria may not be changed. It is the tutor’s 

responsibility to ensure that the learner has opportunity to demonstrate all learning outcomes 

and assessment criteria. 

 

Reasonable adjustments may be made for individuals with learning difficulties and/or 

disability and notified to VTCT in line with guidelines in the Centre Handbook. 

 

Before carrying out the assignment 

Before carrying out the assignment the learner should ensure that they are familiar with the 

unit content and understand what they are being asked to do. 

 

The tutor must ensure that the learner has access to the resources they need to complete 

the assignment and that they have the assignment material in an accessible form.  

 

When completing the assignment 

This is a summative assignment and should be completed independently by the learner after 

they have completed the learning for this unit. The tutor is permitted to clarify the assignment 

and may steer the learner towards resources, but must not give the learner formative 

feedback while the assignment is being completed. The centre must ensure that the 

assessment is supervised sufficiently that it can be assured of the authenticity of the 

learner’s evidence. 

  

Presentation of work for marking and verification  

The centre should set the learner a submission date for the assignment. If assessment 

criteria are found to be omitted when the work is assessed, then the centre may give 

feedback and allow the learner to re-submit the assignment within 15 working days. A single 

resubmission is allowed. 

 

Marking 

Marking is pass/fail, either the assessment criterion is met or it is not. Learners must achieve 

every assessment criterion to achieve the unit. The content in the unit is indicative of that 

which should be covered in the learning outcome. Learners are not expected to evidence 

that the know all the content providing they achieve the assessment criteria. It is anticipated 

that some scenarios will require different content from others. There should be no marks 

allocated or deducted for items not explicit within the assessment criteria.  

 

Where there are multiple assessors, the centre should internally verify/standardise the 

assessment. The centre must retain all assessed work until the groups achievement has 

been externally verified by VTCT. 
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Assignment brief  
 

Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU142 Managing the performance of human resources  

 

Issue date  

Hand in date  

Assessor  

IQA  

Assignment title Creating a performance culture 

 

Scenario 

You have HR responsibility in a small but growing company. It was until recently run by 
the founder. She was very much the boss and the managers took their lead from her. 
However, the firm has recently been bought out and new Board of Directors installed. 

In a recent staff survey, responses indicated that there is a low level of staff morale in the 
company. In particular responses indicated that staff perceive; 

 That the management’s approach was one of bullying  

 That they had no idea where the company was going 

 That there was a lack of consultation and management did not listen to them  

 That there was a lack of opportunity to progress or improve their income 

The new Directors of your company are concerned at this and have asked you to explore 
how motivation might be improved. In particular, some of the Directors are keen to 
introduce financial rewards for performance, others feel that this is not the whole picture 
and feel that there is a need for a change in culture. You are charged with introducing a 
development programme for the managers and implementing a performance 
management system. 

Task 1  

Overview You have been asked to write a briefing paper on staff 
motivation for the board  

Evidence you must produce A briefing paper on the motivation of employees. 

There is no requirement in terms of the number of words 
but the paper must include all the components below and 
directly address the assessment criteria identified. 

What you must include a) An explanation of the purposes of reward systems 
and range of measures available to the company to 
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reward the work force. Distinguish between those 
with a long-term cost (several years), short-term cost 
(one year) and little costs to the company. (P2)                                                                        

b) Identification of the factors that motivate employees, 
giving a brief account of the models of Taylor, Mayo, 
Maslow and Herzberg. (P1)                                                                       

c) An explanation of what is meant by organisational 
culture. Identify the factors that produce a culture 
(reference Schein) and suggest a classification 
(reference Cooke) for the current culture of the firm, 
explaining why you feel this is the case. (P3) 

d) An explanation of how organisational culture can be 
‘constructive’, engage employee commitment and 
enable the firm to get the most from its employees.                                                         
(P4)                                       

Criteria covered by this task P1 Identify the factors that motivate employees by 
considering a variety of models of motivation 

P2 Explain the range of rewards available in an 
organisation  

P3 Explain organisational culture  

P4 Explain a ‘constructive’ organisational culture 
encouraging commitment  

 

Task 2   

Overview The key to changing the culture is developing a 
management team with leadership skills. You are putting 
together a training programme for the management team. 

Evidence you must produce A plan of how you are going to set about designing the 
management training/development programme. 

There is no requirement in terms of the number of words 
but the paper must include all the components below and 
directly address the assessment criteria identified. 

What you must include a) An explanation of the sources of evidence you could 
use in conducting an analysis of the training needs of 
the managers, with a focus on changing the culture 
of the company. (P8) 

b) A description of the contents of a training plan. (P9) 
c) An explanation of the variety of training and 

development activities that could be used, identifying 
those which would lend themselves to developing the 
managers. (P10) 

Criteria covered by this task P8 Explain sources of evidence used in Training Needs 
Analysis 

P9 Describe the constituents of an organisational training 
plan 
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P10 Explain the variety of training and development 

 

Task 3  

Overview Having recently gained approval from the Directors to 
introduce a performance appraisal system you are going 
to provide appraisal training for managers in the firm. 

Evidence you must produce A presentation to managers. You may use any media you 
like e.g. PowerPoint or Prezi presentation and a script. 
However, you must include all the components below and 
directly address the assessment criteria identified. 

What you must include a) An explanation of the purposes of performance 
appraisal interviews and how you feel the introduction 
of performance appraisal will change the 
organisational culture, improve morale and motivate 
staff. (P5) 

b) Identification of the evidence that may be used to 
discuss an employee’s performance in an appraisal 
interview. (P6) 

c) A description of how the appraisal is followed up with 
the employee (P7) 

Criteria covered by this task P5 Explain the purposes of performance appraisal 
interviews 

P6 Identify evidence for appraisal interviews 

P7 Identify follow up on appraisals 
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Centre guidance 
 

Scope of permitted modification of the sample assignment 

This is a sample assessment and it can be modified to meet the interests and needs of 

particular groups of learners. There is particular scope built in for choice of industry and 

organisation to meet the interests and needs of learners.  

 

The learning outcomes and assessment criteria may not be changed. It is the tutor’s 

responsibility to ensure that the learner has opportunity to demonstrate all learning outcomes 

and assessment criteria. 

 

Reasonable adjustments may be made for individuals with learning difficulties and/or 

disability and notified to VTCT in line with guidelines in the Centre Handbook. 

 

Before carrying out the assignment 

Before carrying out the assignment the learner should ensure that they are familiar with the 

unit content and understand what they are being asked to do. 

 

The tutor must ensure that the learner has access to the resources they need to complete 

the assignment and that they have the assignment material in an accessible form.  

 

When completing the assignment 

This is a summative assignment and should be completed independently by the learner after 

they have completed the learning for this unit. The tutor is permitted to clarify the assignment 

and may steer the learner towards resources, but must not give the learner formative 

feedback while the assignment is being completed. The centre must ensure that the 

assessment is supervised sufficiently that it can be assured of the authenticity of the 

learner’s evidence. 

  

Presentation of work for marking and verification  

The centre should set the learner a submission date for the assignment. If assessment 

criteria are found to be omitted when the work is assessed, then the centre may give 

feedback and allow the learner to re-submit the assignment within 15 working days. A single 

resubmission is allowed. 

 

Marking 

Marking is pass/fail, either the assessment criterion is met or it is not. Learners must achieve 

every assessment criterion to achieve the unit. The content in the unit is indicative of that 

which should be covered in the learning outcome. Learners are not expected to evidence 

that the know all the content providing they achieve the assessment criteria. It is anticipated 

that some scenarios will require different content from others. There should be no marks 

allocated or deducted for items not explicit within the assessment criteria.  

 

Where there are multiple assessors, the centre should internally verify/standardise the 

assessment. The centre must retain all assessed work until the groups achievement has 

been externally verified by VTCT. 
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Assignment brief  
 

Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU143 Developing teams in a business 

 

Issue date  

Hand in date  

Assessor  

IQA  

Assignment title A new SMT for City and County Housing Association 

 

Scenario 

The trustees of the City and County Housing Association have increasingly become 
aware of a high staff turnover and negative exit interviews. It has surveyed its staff and 
found that there is low morale; staff feel that communication is poor, they are not 
consulted or valued and do not know where the organisation is going. They report 
conflicting messages from the senior management, who they see as competitive rather 
than cooperative. 

On publication of the report the CEO and Director of Operations have resigned, providing 
an opportunity to establish a new Senior Management Team. The Association wishes to 
establish a strong team culture, which engages employees in the making the Association 
a success and feel that this starts from establishing a strong Senior Management Team. 
The Chair of Trustees has asked you to support the Board in establishing the new team.    

Task 1  

Overview You are requested to provide a briefing paper to the 
Board on establishing a Senior Management Team. 

Evidence you must produce A briefing paper or presentation. 

There is no requirement in terms of the number of words 
but your response must cover the issues below and 
directly address all the assessment criteria for this unit. 

What you must include The following sections: 

1. An introduction to teams 
a) Defining a team by distinguishing between a team 

and a group of individuals (P1) 
b) Explaining the value of working in a team (P3) 
c) Explaining the variety of work teams that could be 

developed within the organisation (P2) 
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2. Structuring the Senior Management Team (SMT) 
a) Explaining the characteristics of a high performing 

team (P11) 
b) Explaining the optimum size for the team (P4) 
c) Explaining the variety of roles that individuals 

contribute to the functioning of the team (P5) 
d) Explain the importance of creating a balance of 

team roles (P6) 
e) Explaining destructive behaviour that adversely 

affects team cohesion (P12) 
 

3. Setting up the Senior Management Team 
a) Explaining how you would go about establishing 

the team (P7) 
 

4. Supporting the Team as it develops 
a) Explaining the stages through which the team can 

be expected to go and how to support the team 
through these (P8) 
 

5. Transforming senior managers into performance 
coaches 

a) Explain the skills needed for effective coaching 
(P10) 

b) Explaining the variety of training and development 
that can be utilised to support this. (P9) 

Criteria covered by this task P1 Distinguish between a team and a group of 
individuals 

P2 Explain the variety of work teams within a business 

P3 Explain the value of working in a team 

P4 Explain the optimum team size 

P5 Explain the variety of roles that individuals contribute 
in work teams (Belbin) 

P6 Explain the importance of creating a balance of team 
roles 

P7 Explain the stages in establishing a team 

P8 Explain how to support the development of a work 
team  

P9 Explain the variety of training and development that 
can be utilised  

P10 Explain the skills needed for effective coaching  

P11 Explain the characteristics of a high performing 
team  

P12 Explain destructive behaviour that adversely affects 
team cohesion 

 

Centre guidance 
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Scope of permitted modification of the sample assignment 

This is a sample assessment and it can be modified to meet the interests and needs of 

particular groups of learners. There is particular scope built in for choice of industry and 

organisation to meet the interests and needs of learners.  

 

The learning outcomes and assessment criteria may not be changed. It is the tutor’s 

responsibility to ensure that the learner has opportunity to demonstrate all learning outcomes 

and assessment criteria. 

 

Reasonable adjustments may be made for individuals with learning difficulties and/or 

disability and notified to VTCT in line with guidelines in the Centre Handbook. 

 

Before carrying out the assignment 

Before carrying out the assignment the learner should ensure that they are familiar with the 

unit content and understand what they are being asked to do. 

 

The tutor must ensure that the learner has access to the resources they need to complete 

the assignment and that they have the assignment material in an accessible form.  

 

When completing the assignment 

This is a summative assignment and should be completed independently by the learner after 

they have completed the learning for this unit. The tutor is permitted to clarify the assignment 

and may steer the learner towards resources, but must not give the learner formative 

feedback while the assignment is being completed. The centre must ensure that the 

assessment is supervised sufficiently that it can be assured of the authenticity of the 

learner’s evidence. 

  

Presentation of work for marking and verification  

The centre should set the learner a submission date for the assignment. If assessment 

criteria are found to be omitted when the work is assessed, then the centre may give 

feedback and allow the learner to re-submit the assignment within 15 working days. A single 

resubmission is allowed. 

 

Marking 

Marking is pass/fail, either the assessment criterion is met or it is not. Learners must achieve 

every assessment criterion to achieve the unit. The content in the unit is indicative of that 

which should be covered in the learning outcome. Learners are not expected to evidence 

that the know all the content providing they achieve the assessment criteria. It is anticipated 

that some scenarios will require different content from others. There should be no marks 

allocated or deducted for items not explicit within the assessment criteria.  

 

Where there are multiple assessors, the centre should internally verify/standardise the 

assessment. The centre must retain all assessed work until the groups achievement has 

been externally verified by VTCT. 
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Assignment brief  
 

Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU144 Motivation and leadership of people in business 

 

Issue date  

Hand in date  

Assessor  

IQA  

Assignment title Retaining and motivating staff at the City and County 
Housing Association 

 

Scenario 

The trustees of the City and County Housing Association have become increasingly 
aware of a high staff turnover and negative exit interviews. It has surveyed its staff and 
found that there is low morale; staff feel that communication is poor, they are not 
consulted or valued and do not know where the organisation is going. They report 
conflicting messages from the senior management, who they see as competitive rather 
than co-operative. 

The CEO was considered to make decisions on the spur of the moment without 
consultation, often changing these later. He resented being challenged about the 
inconsistency and ‘went around’ managers who disagreed. He had clear favourites in the 
organisation (those who do not question) and he sought to promote these individuals. 

The Director of Operations was reported to be a bully at times. She had worked for 
another Housing Association and wanted things run that way. She was perceived to be a 
‘control freak’, everything had to be approved by her and consequently she was 
overworked and there was a bottleneck in getting things done. She established strict 
procedures for all operations in the organisation. Everything had to have documented 
working procedures, which were audited. 

In 360-degree feedback, the Director of Business Development was perceived by his 
subordinates as being charismatic and a nice guy, they liked working for him. He held an 
MBA and considerable experience. He was creative and sold his ideas to the 
subordinates, agreeing targets that took things forward. He would meet managers to 
review progress but otherwise leave them to get on with it. They reported feeling that they 
were fairly autonomous. He was quick to encourage new ideas and liberal in allocating 
the credit. Having said that he felt at odds with the organisation and alienated by the 
CEO. 

On publication of the report the CEO and Director of Operations resigned (with some 
financial assistance), providing the City and County Housing Association with an 
opportunity to establish a new Senior Management Team. The Association wishes to 
establish a strong team culture, which engages employees in making the Association a 
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success and feel that this starts from establishing a strong leadership. The Chair of 
Trustees has asked you to support the board by advising on the appointment of the new 
CEO and approaches which will retain and motivate staff and create a strong team 
culture.  

Task 1  

Overview The board want to know what has gone wrong and has 
asked you to write a critique of the management culture 
that prevailed in the City and County Housing 
Association. 

Evidence you must produce A report on the management culture that prevailed in the 
City and County Housing Association. 

There is no requirement in terms of the number of words 
but your response must cover the issues below and 
directly address all the assessment criteria for this unit. 

What you must include You must: 

a) Evaluate the leadership styles of the three managers 
described in the scenario, based on their behaviour. 
You must give your reasoning and describe how the 
approach will have affected the organisation. Each 
may show more than one leadership style. (P3) 

b) Identify where each manager sits on the Blake 
Mouton grid of five styles of leadership, explaining 
your reasoning and describe how the approach will 
have affected the organisation. (P4) 

c) Explain the sources of power used by each of the 
three managers (reference French and Raven). (P5) 

d) Explain where each of the three managers sits on 
the continuum of leadership styles (Tannenbaum 
and Schmidt). (P5) 

Criteria covered by this task P3 Evaluate a range of leadership styles based on 
behavioural approaches 

P4 Evaluate management styles based on the leader’s 
motivations 

P5 Explain leadership styles in terms of sources of a 
leader/manager’s power 
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Task 2   

Overview It is clear that the organisation needs leadership. The 
board have asked you to identify the traits they should 
look for in appointing the new CEO. 

Evidence you must produce A paper or presentation identifying the traits that the 
board should look for in appointing the new CEO who will 
be a successful leader. 

There is no requirement in terms of the number of words 
but your response must cover the issues below and 
directly address all the assessment criteria for this unit. 

What you must include You must: 

a) Explain the functions of a leader (P1) 
b) Describe the qualities that the Board should look for 

in appointing a successful leader. (P2) 

Criteria covered by this task P1 Explain the functions of a leader 

P2 Describe the qualities of successful leaders 

 

Task 3  

Overview The Board are keen to change the culture of the 
organisation to create the conditions to retain and 
motivate staff. They have asked you to educate them on 
the motivation of employees and establishment of a 
culture that will gain the commitment of staff. 

Evidence you must produce A paper that will explain the theory underpinning the 
motivation of staff and the features of a culture that 
encourages staff commitment. 

There is no requirement in terms of the number of words 
but your response must cover the issues below and 
directly address all the assessment criteria for this unit. 

What you must include You must: 

a) Explain the factors which influence an employee in 
choosing to work for an organisation. (P6) 

b) Evaluate factors which are said to motivate 
employees with particular reference to those which 
must be present to retain staff and those which will 
encourage the employee to high performance. Make 
reference to theoretical models of motivation. (P7) 

c) Explain what is meant by an organisational culture, 
with particular reference to the ethos/tone of 
organisational behaviour (ref Cooke). (P8) 

d) Explain the features that are needed for a 
‘constructive’ organisational culture encouraging 
employee commitment. (P9) 
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Criteria covered by this task P6 Explain why people choose to work for an 
organisation 

P7 Evaluate theoretical models of motivation in respect to 
employment 

P8 Explain organisational culture 

P9 Explain a ‘constructive’ organisational culture 
encouraging commitment 
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Centre guidance 
 

Scope of permitted modification of the sample assignment 

This is a sample assessment and it can be modified to meet the interests and needs of 

particular groups of learners. There is particular scope built in for choice of industry and 

organisation to meet the interests and needs of learners.  

 

The learning outcomes and assessment criteria may not be changed. It is the tutor’s 

responsibility to ensure that the learner has opportunity to demonstrate all learning outcomes 

and assessment criteria. 

 

Reasonable adjustments may be made for individuals with learning difficulties and/or 

disability and notified to VTCT in line with guidelines in the Centre Handbook. 

 

Before carrying out the assignment 

Before carrying out the assignment the learner should ensure that they are familiar with the 

unit content and understand what they are being asked to do. 

 

The tutor must ensure that the learner has access to the resources they need to complete 

the assignment and that they have the assignment material in an accessible form.  

 

When completing the assignment 

This is a summative assignment and should be completed independently by the learner after 

they have completed the learning for this unit. The tutor is permitted to clarify the assignment 

and may steer the learner towards resources, but must not give the learner formative 

feedback while the assignment is being completed. The centre must ensure that the 

assessment is supervised sufficiently that it can be assured of the authenticity of the 

learner’s evidence. 

  

Presentation of work for marking and verification  

The centre should set the learner a submission date for the assignment. If assessment 

criteria are found to be omitted when the work is assessed, then the centre may give 

feedback and allow the learner to re-submit the assignment within 15 working days. A single 

resubmission is allowed. 

 

Marking 

Marking is pass/fail, either the assessment criterion is met or it is not. Learners must achieve 

every assessment criterion to achieve the unit. The content in the unit is indicative of that 

which should be covered in the learning outcome. Learners are not expected to evidence 

that the know all the content providing they achieve the assessment criteria. It is anticipated 

that some scenarios will require different content from others. There should be no marks 

allocated or deducted for items not explicit within the assessment criteria.  

 

Where there are multiple assessors, the centre should internally verify/standardise the 

assessment. The centre must retain all assessed work until the groups achievement has 

been externally verified by VTCT. 
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Assignment brief  
 

Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU145 Strategic planning 

 

Issue date  

Hand in date  

Assessor  

IQA  

Assignment title A strategy for Airwatt 

 

Scenario 

Airwatt is a company that manufactures vacuum cleaners that use a revolutionary 
cyclonic fast spinning vortex to extract dust from the air drawn through the cleaner, thus 
preventing the need for filters and bags. The designs are both ergonomic and high tech; 
employing strong, light and colourful plastics in the assembly of the vacuum cleaners. 

The company is enjoying a rapid growth rate despite the developing recession. Although 
Airwatt does not have the brand recognition, market dominance or the resources of 
‘Hoover’; it has superior technology and is thus perceived as being innovative. Their 
customers are those that tend to be early adopters of technology and are willing to pay a 
premium for innovation. 

It currently employs about 50 people and is quite lean compared to their more established 
competitors. There has been a feeling amongst staff that they are struggling to cope and 
that staffing levels have not kept up with the growth of the company, there are a couple of 
unfilled posts within the firm. In addition, Airwatt needs a supply of precision-made plastic 
components, the supply of these components has not always kept up with the demands 
of Airwatt’s growth in sales. 

Airwatt’s owner, the inventor of the cyclonic fast spinning vortex technology of the Airwatt 
vacuum cleaner, perceives other applications of the technology, such extracting dust from 
enclosed industrial environments e.g. carpentry workshops, bakers (flour milling), 
agricultural environments, machine shops, workshops working stone or etching glass. 

Airwatt has been running for just over 3 years and has reached a turning point. It has 
found potential investors, who perceive the opportunities of this new technology and wish 
to invest in the growth of the company. There are a number of strategies that the 
company can adopt e.g. 

 Spend more on marketing its present range of vacuum cleaners in the UK  

 Start to export its range of vacuum cleaners, it has Worldwide patents 

 Develop features and new accessories for its vacuum cleaners e.g. carpet beaters 

 Develop carpet cleaners, able to pick up liquids from carpet 

 Manufacture the plastic components which make up its vacuum cleaners 
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 Commission a new robot assembly line to reduce labour costs 

 Develop and manufacture industrial dust extractors 

The owner realises that he is an inventor rather than business man and has asked you to 
advise him on developing a strategic plan. 

Task 1  

Overview The owner has asked you to provide a road map for 
Airwatt to follow in devising their strategic plan and to 
pull together their strategic options in a way which will 
allow him to make objective decisions. 

Evidence you must produce You must produce a paper advising on the process of 
researching and formulating a strategic plan.  

This needs to be set in the context of Airwatt. Your 
response should draw examples from the Airwatt 
scenario and employ the variety of models covered in the 
unit. 

There is no requirement in terms of the number of words 
but the report must include all the components below 
and directly address the assessment criteria identified. 

What you must include You must: 

a) Introduce the concept of strategy, distinguish 
between strategy and tactics, and explain why the 
company needs a strategy. (P1, P2) 
 

b) Explain the process through which the organisation 
should develop its strategy. (P3) 
 

c) Explain PESTLE as a tool for analysis of 
opportunities and threats in the wider environment, 
giving examples that might influence Airwatt. (P5) 
 

d) Explain the importance to Airwatt of understanding 
customers and potential customers, explaining the 
customer features that Airwatt should consider in 
devising their strategy. (P6) 
 

e) Explain the importance to Airwatt of understanding 
competitors, explaining the aspects of their 
competitors that Airwatt should consider in devising 
their strategy. (P6) 
 

f) Use the five forces model (Michael Porter) to explain 
how the industry environment effects Airwatt’s 
strategy. (P7) 
 

g) Explain how the organisation’s core competences 
and internal resources may provide strategic 
strengths (competitive advantages) and weaknesses 
(P8) 
 

h) Demonstrate the use of SWOT, drawing from your 
responses (c to g) and based on what you know 
about Airwatt, explaining the role of SWOT in 
strategic planning. (P4) 
 



 
 

UBU145 Strategic planning  3 
 

i) Explain the variety of strategies Airwatt could take, 
using the Ansoff Matrix as a framework. Identify 
generic strategies and potential integration along the 
supply chain. (P9) 
 

j) Explain the components that will make up the written 
strategic plan. (P10) 

Criteria covered by this task P1 Explain the nature of strategy in the context of a 
business 

P2 Distinguish between strategy and tactics 

P3 Explain the strategic planning process 

P4 Explain the use of SWOT in strategic analysis 

P5 Explain PESTLE as a tool for analysis of 
opportunities and threats in the macro-environment 

P6 Explain the importance of understanding customers 
and competitors to establish opportunities and threats 
which inform strategy 

P7 Explain the five forces model (Michael Porter) as a 
tool for analysis of opportunities and threats in the 
industry environment  

P8 Explain how an organisation’s internal environment 
may provide strategic strengths (competitive 
advantages) and weaknesses  

P9 Explain a variety of strategies  

P10 Explain the contents of a strategic plan 
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Centre guidance 
 

Scope of permitted modification of the sample assignment 

This is a sample assessment and it can be modified to meet the interests and needs of 

particular groups of learners. There is particular scope built in for choice of industry and 

organisation to meet the interests and needs of learners.  

 

The learning outcomes and assessment criteria may not be changed. It is the tutor’s 

responsibility to ensure that the learner has opportunity to demonstrate all learning outcomes 

and assessment criteria. 

 

Reasonable adjustments may be made for individuals with learning difficulties and/or 

disability and notified to VTCT in line with guidelines in the Centre Handbook. 

 

Before carrying out the assignment 

Before carrying out the assignment the learner should ensure that they are familiar with the 

unit content and understand what they are being asked to do. 

 

The tutor must ensure that the learner has access to the resources they need to complete 

the assignment and that they have the assignment material in an accessible form.  

 

When completing the assignment 

This is a summative assignment and should be completed independently by the learner after 

they have completed the learning for this unit. The tutor is permitted to clarify the assignment 

and may steer the learner towards resources, but must not give the learner formative 

feedback while the assignment is being completed. The centre must ensure that the 

assessment is supervised sufficiently that it can be assured of the authenticity of the 

learner’s evidence. 

  

Presentation of work for marking and verification  

The centre should set the learner a submission date for the assignment. If assessment 

criteria are found to be omitted when the work is assessed, then the centre may give 

feedback and allow the learner to re-submit the assignment within 15 working days. A single 

resubmission is allowed. 

 

Marking 

Marking is pass/fail, either the assessment criterion is met or it is not. Learners must achieve 

every assessment criterion to achieve the unit. The content in the unit is indicative of that 

which should be covered in the learning outcome. Learners are not expected to evidence 

that the know all the content providing they achieve the assessment criteria. It is anticipated 

that some scenarios will require different content from others. There should be no marks 

allocated or deducted for items not explicit within the assessment criteria.  

 

Where there are multiple assessors, the centre should internally verify/standardise the 

assessment. The centre must retain all assessed work until the groups achievement has 

been externally verified by VTCT. 
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Assignment brief  
 

Qualifications 
covered 

VTCT Level 3 Diploma in Business Studies 

Unit code / title UBU146 Entrepreneurism and business start-up 

 

Issue date  

Hand in date  

Assessor  

IQA  

Assignment title Entrepreneurism and business start-up 

 

Scenario 

You have been employed as a Business Start-Up Advisor by the Borough Council. They 
have asked you to put on a seminar encouraging potential entrepreneurs.  

A couple of the audience, Harvinder and Pooja, email you after your presentation. They 
both work in Indian restaurants and met while attending day release classes in College. 
They would like to start their own business and work for themselves.  

They have identified that there is no Indian restaurant or takeaway in their town, although 
there is a Bangladeshi restaurant three miles away. They are interested in South Indian 
food and have an idea of setting up an Indian take-away specialising in fast food such as 
Dosa and Idli. They feel this would be quite innovative and give them a USP. They would 
like your advice and guidance on how they should set about it. 

Task 1 

Overview You have been asked to provide a seminar on 
entrepreneurism and have decided to call it ‘What it takes 
to become an entrepreneur’. 

Evidence you must produce A presentation/set of slides covering the requirements 
below and directly addressing all the assessment criteria 
for this unit. 

What you must include You must: 

a) Describe what is meant by entrepreneurship. (P1) 
b) Explain the value of entrepreneurship to our 

economy/society. (P2) 
c) Describe serial entrepreneurs, intrapreneurs and 

owner managers. (P4) 
d) Describe the characteristics that make successful 

entrepreneurs. (P3) 



 
 

UBU146 Enterpreneurism and business start-up  2 
 

e) Explain where to look for potential innovation that 
might provide entrepreneurial opportunities. (P6) 

Criteria covered by this task P1 Describe entrepreneurship 

P2 Explain the value of entrepreneurship 

P3 Describe the characteristics of entrepreneurs 

P4 Describe serial entrepreneurs, intrapreneurs and 
owner managers 

P6 Explain sources of innovation for entrepreneurship 
(Drucker) 

 

Task 2  

Overview A couple of the audience, Harvinder and Pooja, email you 
after your presentation. They would like your advice and 
guidance on how they should go about setting up their 
own Indian take-away business. 

Evidence you must produce An email response to Harvinder and Pooja. 

Your response must cover the issues below and directly 
address all the assessment criteria for this unit. 

What you must include You must: 

a) Explain to what degree Harvinder and Pooja are 
typical in the way in which their business idea has 
arisen. (P5) 

b) Explain the factors that they should consider in 
assessing the feasibility of the business idea. (P7) 

c) Explain how they should assess the potential market 
for their take-away. (P8) 

d) Explain sources of finance that they could use to start 
their business. (P9) 

e) Explain why they need to develop a business plan. 
(P10)  

f) Explain the elements that should form part of their 
business plan. (P11) 

g) Explain the sources of risk to their business. (P12) 
h) Explain the legal/regulatory requirements that they 

need to consider. (P13) 
i) Explain ways of protecting themselves if things go 

wrong. (P14) 

Criteria covered by this task P5 Explain the common sources of ideas for business 
start-ups 

P7 Explain considerations in assessing the feasibility of 
the business idea 

P8 Explain how to assess the potential market for 
entrepreneurial ideas 

P9 Explain sources of finance available to a business 
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P10 Explain the purposes of developing a business plan 

P11 Explain the elements that should form a business 
plan 

P12 Explain potential risks in a new business venture 

P13 Explain the legal/regulatory requirements on setting 
up an enterprise 

P14 Explain ways of protecting a business venture 
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Centre guidance 
 

Scope of permitted modification of the sample assignment 

This is a sample assessment and it can be modified to meet the interests and needs of 

particular groups of learners. There is particular scope built in for choice of industry and 

organisation to meet the interests and needs of learners.  

 

The learning outcomes and assessment criteria may not be changed. It is the tutor’s 

responsibility to ensure that the learner has opportunity to demonstrate all learning outcomes 

and assessment criteria. 

 

Reasonable adjustments may be made for individuals with learning difficulties and/or 

disability and notified to VTCT in line with guidelines in the Centre Handbook. 

 

Before carrying out the assignment 

Before carrying out the assignment the learner should ensure that they are familiar with the 

unit content and understand what they are being asked to do. 

 

The tutor must ensure that the learner has access to the resources they need to complete 

the assignment and that they have the assignment material in an accessible form.  

 

When completing the assignment 

This is a summative assignment and should be completed independently by the learner after 

they have completed the learning for this unit. The tutor is permitted to clarify the assignment 

and may steer the learner towards resources, but must not give the learner formative 

feedback while the assignment is being completed. The centre must ensure that the 

assessment is supervised sufficiently that it can be assured of the authenticity of the 

learner’s evidence. 

  

Presentation of work for marking and verification  

The centre should set the learner a submission date for the assignment. If assessment 

criteria are found to be omitted when the work is assessed, then the centre may give 

feedback and allow the learner to re-submit the assignment within 15 working days. A single 

resubmission is allowed. 

 

Marking 

Marking is pass/fail, either the assessment criterion is met or it is not. Learners must achieve 

every assessment criterion to achieve the unit. The content in the unit is indicative of that 

which should be covered in the learning outcome. Learners are not expected to evidence 

that the know all the content providing they achieve the assessment criteria. It is anticipated 

that some scenarios will require different content from others. There should be no marks 

allocated or deducted for items not explicit within the assessment criteria.  

 

Where there are multiple assessors, the centre should internally verify/standardise the 

assessment. The centre must retain all assessed work until the groups achievement has 

been externally verified by VTCT. 

 




