
  

 

 

 
 

Module Title: Implementing Operational Plan 
TTLM Code:    EIS CCS2TTLM 0919V1 

 

This module includes the following Learning 

Guides 

LG21: Implement Operational Plan 

  LG Code: EIS CCS2M07LO1 LG-21 

LG22:Implementing resource acquisition 

  LG Code: EIS CCS2M07LO2 LG-22 

LG23:Monitoring operational performance 

  LG Code: EIS CCS2M07LO3 LG-23 

 

 

 

 



  

 

 

Instruction Sheet LG21: Implement Operational Plan 

 

This learning guide is developed to provide you the necessary information regarding the 

following content coverage and topics – 

 Implementing Operational Plan 

 Implementing resource acquisition 

 Monitoring Operational Performance 

This guide will also assist you to attain the learning outcome stated in the cover page. 

Specifically, upon completion of this Learning Guide, you will be able to – 

 Collating, analyzing and organizing  resource requirements 

 Implementing operational plans 

 Identifying  and use key performance indicators (KPIs) 

 Undertaking contingency planning and consultation processes 

 Providing assistance in the development and presentation of proposals 

 

Learning Instructions:  

1. Read the specific objectives of this Learning Guide.  

2. Follow the instructions described in number 3 to 7.  

3. Read the information written in the “Information Sheets1- 5”. Try to understand what are 

being discussed. Ask your teacher for assistance if you have hard time understanding 

them. 

4. Accomplish each“Self-check. 

5. Ask from your teacher the key to correction (key answers) or you can request your 

teacher to correct your work. (You have to get the key answer only after you finished 

each self check). 

6. If you earned a satisfactory evaluation proceed to the next Information Sheet.However, if 

your rating is unsatisfactory, see your teacher for further instructions or go back to 

pervious learning Activity. 

7. Submit your accomplished Self-check.  This will form part of your training portfolio. 

 

 

 

 

 

 

 



  

 

 

Information Sheet-1 Collating, Analysing and Organizing  Resource Requirements 

 





























 

 

 









 

 

 

 

 

 

 









  

 

 

Activity 
Skills 

Needed 

Name of 

Person 
Skill Level Deliverable 

Effort 

Days 

Start 

Date 
End Date Cost 

Prepare 

copy for 

website 

Writing Adam Expert 
Content for 

website 
10 Apr 7 Apr 20 $9,500 

Take 

photographs 

for website 

Photography Meg Intermediate 
Photographs 

for website 
8 Apr 10 Apr 30 $7,600 

Edit all 

content 

Document 

editing 
George Expert 

Edited 

content for 

website 

5 May 4 May 20 $4,000 



1.2. Physical Resources  







 

 

 

 

 



 

Activity Resource Needed Time in Hours Date(s) Needed 

Design brochure  Computer  

Color printer  

80  4 to 29 April  

Brochure review meeting  Meeting room with computer connected to 

projector  

3  4 May  

Make copies of draft 

brochure  

Color photocopier  2  5 May  

 





1.3. Financial resources  















  

 

 

 

Sample budget report 

Training & Development  

 

 

 

 

 

 

 



1.4. Consultation and Input  







 

 

 

 

 



































  

 

 

 

Self-Check -1 Written Test 



Directions I:  Give Short answer. Use the answer sheet provided in the next page: 







 

 

Answer Sheet 

 

Name:  _______________________________             Date:  _______________ 

Give Short answer Questions  

1. 

______________ 

______________ 

______________ 

______________ 

______________  

2. 

______________ 

______________ 

______________ 

______________ 

3.  

______________ 

______________ 

______________ 

______________ 

______________ 

 

 

 

 

 

Score = ___________ 

Rating: ____________ 



  

 

 

 

2.1. Relationship between strategic and operational plans 




















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2.3. Planning Tools and Techniques in the Operational Planning Process 
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Gantt chart 

A Gantt chart is a bar chart commonly used in project management to track project schedules. On the 

left of the chart is a list of the activities (tasks or events) and along the top is a suitable time scale. 

Each activity is represented by a bar; the position and length of the bar reflects the start date, duration 

and end date of the activity. This allows you to see at a glance: 

 What the various activities are 

 When each activity begins and ends 

 How long each activity is scheduled to last 

 Where activities overlap with other activities, and by how much 

 The start and end date of the whole project 

 

In other words they display exactly what has to be done and when. Below we show a very simple 

example of a Gannt chart. 

 
Gantt chart 

Reasons to use Gantt charts 
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







 

 

 

 









2.5. Establishing realistic operational goals and objectives  























 

 

 



  

 

 

 

 

Defining tasks  











 





 



 



 



 





 

 

 

 

 

 

 

 

 

 

 

 



  

 

 

elf-Check -2 Written Test 

 

Directions1:Fill in the Blank space 

1. 

 

2. 

 

3. 

 

Directions2: Answer the question. Use the Answer sheet provided in the next page: 

 

 

 

 

 



nswer Sheet 

 

Name:  _______________________________             Date:  _______________ 

 

Directions1: Fill in the Blank space 

1. _____________ 

2. _____________ 

3. _____________ 

 

Directions2: Answer the question 

1. 
______________________ 
________________________ 
________________________ 
________________________ 
________________________ 
 

2.  

________________________ 

________________________ 

 

Score = ___________ 

Rating: ____________ 



  

 

 

Information Sheet-3 Identifying  and Use Key Performance Indicators (KPIs) 

 

3.1. Key Performance Indicators (KPIs) 

The term "Performance Indicator" (or "Key Performance Indicator") may be defined as a standard or 

target that should be achieved. Performance Indicators are established and used as an integral aspect of 

the business planning and monitoring processes. There is an old saying that " you can only manage 

what you can measure" and this regard.  The use of Performance Indicators enable management to 

measure the success of business strategies. 

Key Performance Indicators therefore are a standard or reference point that allows management to: 

 Measure the actual result of strategies  

 Make comparisons between desired results and actual results.  

 

3.1.1. Setting key performance indicators to measure organizational performance  







3.1.2. Key performance indicators reflect the organizational goals 











3.1.3. Key performance indicators must be key to organizational Success  























  

 

 











3.1.4. Performance indicators must be quantifiable  

























 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

 

 

Self-Check -3 Written Test 

 

Directions:Give Short Answer. Use the Answer sheet provided in the next page: 

 

 

Answer Sheet 

 

Name:  _______________________________             Date:  _______________ 

Give short answer Questions 

1. 

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

_____________________________________________.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Score = ___________ 

Rating: ____________ 



  

 

 

Information Sheet-4 Undertaking Contingency Planning and Consultation processes 
 

 

4.1. Contingency Planning 


















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4.3. Contingency Planning Questions  
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4.4. Tactical Risk Analysis  
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

4.5. Consultation Processes  







4.6. Principles of Consultation  









 

 



  

 

 

  

 









Communication and Inclusion  













 

 

 

 

 

 

 

 

 











 

 

 

 

 



  

 

 

Self-Check -4 Written Test 

 

Directions:Fill in the Blank Space. Use the Answer sheet provided in the next page: 

 

 

 

 

Answer Sheet 

 

Name:  _________________________             Date:  _______________ 

Short Answer Questions 

1. 

_______________________________ 

_______________________________ 

________________________________ 

_______________________________ 

_______________________________ 

________________________________ 

2. 

_______________________________ 

_______________________________ 

________________________________ 

_______________________________ 

_______________________________ 

________________________________ 

 

 

 

 

 

 

 

 

Note: Satisfactory rating - 3 points            Unsatisfactory - below 3 points  

You can ask you teacher for the copy of the correct answers. 

 

Score = ___________ 

Rating: ____________ 



  

 

 

Information Sheet-5 
Providing Assistance in the Development and 

Presentation of Proposals 

 

5.1. Presenting Proposals and Obtaining Approval for Operational Plan 
 from Relevant Parties  



 

 

 

 

 





















 

 

 

 

 

 

 

 

 

 



 



  

 

 

Self-Check -5 Written Test 

 

Directions:Say True/False. Use the Answer sheet provided in the next page: 







 

 

 

 

Answer Sheet 

 

 

Name:  _________________________             Date:  _______________ 

True/False 

1. 

_______________________________ 

2. 

_______________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: Satisfactory rating - 3 points            Unsatisfactory - below 3 points 

You can ask you teacher for the copy of the correct answers. 

 

Score = ___________ 

Rating: ____________ 



  

 

 

Instruction Sheet LG22: Implement Resource Acquisition 

 

This learning guide is developed to provide you the necessary information regarding the 

following content coverage and topics – 

 Implementing Operational Plan 

 Implementing resource acquisition 

 Monitoring Operational Performance 

This guide will also assist you to attain the learning outcome stated in the cover page. 

Specifically, upon completion of this Learning Guide, you will be able to – 

 Recruiting and inducting employees  

 Implementing  plans for acquisition of physical resources and services 

Learning Instructions:  

8. Read the specific objectives of this Learning Guide.  

9. Follow the instructions described in number 3 to 7.  

10. Read the information written in the “Information Sheets1-2”. Try to understand what are 

being discussed. Ask your teacher for assistance if you have hard time understanding 

them. 

11. Accomplish each “Self-check. 

12. Ask from your teacher the key to correction (key answers) or you can request your 

teacher to correct your work. (You have to get the key answer only after you finished 

each self check). 

13. If you earned a satisfactory evaluation proceed to next Information Sheet.  However, if 

your rating is unsatisfactory, see your teacher for further instructions or go back to 

pervious learning Activity. 

14. Submit your accomplished Self-check.  This will form part of your training portfolio. 

 

 

 

 

 

 

 

 

 



  

 

 

Information Sheet-1 Recruiting and Inducting Employees 

 

1.1. Meaning of Recruitment Process 

















1.2. Sources of Recruitment 


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 Quick process. 

 Cheaper than the external recruitment process. 

 Works as a tool of motivation for the staff. 

 The company’s choice is limited to existing employees of the company. 

 Hiring fresh employees is a lost prospect. 

1.2.2. External Sources of Recruitment 
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1.3. Selection Process and its Importance  

1.3.1. Selection Process 













Preliminary Interview  







Receiving Applications  







Screening Applications  







Employment Tests   




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1.3.2. Importance of Selection Process 

 Proper selection and placement of employees lead to growth and development of the company. 

The company can similarly, only be as good as the capabilities of its employees. 

 The hiring of talented and skilled employees results in the swift achievement of company 

goals. 

 Industrial accidents will drastically reduce in numbers when the right technical staff is 

employed for the right jobs. 

 When people get jobs they are good at, it creates a sense of satisfaction with them and thus 

their work efficiency and quality improves. 

 People who are satisfied with their jobs often tend to have high morale and motivation to 

perform better. 

1.4. Methods and Strategies of Recruitment 







https://www.toppr.com/bytes/absenteeism/
https://www.toppr.com/guides/business-communication-and-ethics/business-correspondence/parts-of-business-letter/
https://www.toppr.com/guides/business-communication-and-ethics/business-correspondence/parts-of-business-letter/
https://www.toppr.com/guides/business-communication-and-ethics/business-correspondence/parts-of-business-letter/
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Online and Print Job Advertisements 
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Internal Bulletins and Personal Recommendations 
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Employment and Recruitment Agencies 
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1.5. Induction for New Employees 

1.5.1.Meaning of Induction 







 

 













1.5.2. Induction Programme 



 



 



 

 

 

 

 

 



 

 Social benefits and recreation services. 

 Opportunities, promotions, transfer, suggestion schemes and job satisfaction. 



 





http://www.whatishumanresource.com/orientation-of-employee
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



 







1.5.3. Who Should Do The Induction? 































1.5.4. The Importance of inducting for new Employees  















 



 





  

 

 













1.5.5. Benefits of induction programs include: 

 

 

 

 

 



















1.5.6. How to best deliver new employee inductions 







 

 

 

 





  

 

 







Self-Check -1 Written Test 

 

Directions I:Fill in the Blank Space. Use the Answer sheet provided in the next page: 















Directions II:  Give Short answer. Use the answer sheet provided in the next page: 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

Note: Satisfactory rating - 3 points            Unsatisfactory - below 3 points  

You can ask you teacher for the copy of the correct answers. 

 

http://www.whatishumanresource.com/orientation-of-employee


  

 

 

 

2.1. Implement resource acquisition 

 

Resource acquisition can be the most costly part of any implementation plan, but is also one of the 

most critical. After all, how can you implement a plan successfully if you don’t have the right tools for 

the job? Activities relating to resource acquisition should follow the guidelines, rules, procedures or 

practices used within your organization, such as human resource and purchasing policies, standard 

operating procedures (SOPs) or undocumented practices that have not been formally adopted by the 

organization but are accepted as part of its processes.  

In many organizations, recruiting staff and purchasing goods and services are specialist functions 

undertaken by human resources (HR) or purchasing departments. Sometimes, recruitment is 

outsourced to specialist recruitment agencies. 

Purchasing process  



















 

 

 

 

 . 

Discovering Potential Suppliers 









                               

Information Sheet-2 
Implementing  plans for acquisition of physical 
resources and services 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

Evaluating Potential Suppliers 







Table 1-4 Evaluation Techniques for Potential Suppliers 

 

 













 



 



 

















  

 

 









Selecting Suppliers 













 







 





 





 















Developing Suppliers 









  

 

 









Managing Suppliers 









 

Purchasing criteria   

Centralized Purchasing  











 

Advantages of Centralized Purchasing 

 

 

 

 

 . 

 Centralized purchasing avoids reckless purchases. 

 Centralized purchasing discourages duplication of efforts. 

 Centralized purchasing helps to maintain uniformity in purchasing policies. 

 Centralized purchasing helps to minimize the investment on inventory. 

Disadvantages of Centralized Purchasing 

 High initial investment has to be made in purchasing. 

 Delay in receiving materials from the centralized store by other departments. 

 Centralized purchasing is not suitable, if branches are located at different geographical 

locations. 

 In case of an emergency, materials cannot be purchased from local suppliers. 

 Defective materials cannot be replaced timely. 

 



  

 

 

Decentralized Purchasing, 













Advantages of Decentralized Purchasing  

 

 

 

Disadvantages of Decentralized Purchasing 

 Organization losses the benefit of a bulk purchase. 

 Specialized knowledge may be lacking in purchasing staff. 

 There is a chance of over and under-purchasing of materials. 

 Fewer chances of effective control of materials. 

 Lack of proper co-operation and co-ordination among various departments.  

 

Self-Check -2 Written Test 

 

Directions:  Fill in the Blank Space. Use the Answer sheet provided in the next page: 

1_______is 



Directions2: Give Short Answer. Use the Answer sheet provided in the next page: 





decentralized Purchasing







 



  

 

 

Instruction Sheet LG23: Monitoring Operational Performance 

 

This learning guide is developed to provide you the necessary information regarding the 

following content coverage and topics – 

 Implementing Operational Plan 

 Implementing resource acquisition 

 Monitoring Operational Performance 

This guide will also assist you to attain the learning outcome stated in the cover page. 

Specifically, upon completion of this Learning Guide, you will be able to – 

 Monitoring performance systems and processes 

 Assessing progress in achieving profit/productivity plans and targets 

 Analyzing and using budget and actual financial information  

 Identifying unsatisfactory performance and take  action to rectify the situation  

 Providing mentoring, coaching and supervising   

 Presenting recommendations for variation  

 Implementing systems, procedures and records associated with performance 

Learning Instructions:  

15. Read the specific objectives of this Learning Guide.  

16. Follow the instructions described in number 3 to 7.  

17. Read the information written in the “Information Sheets1- 7”. Try to understand what are 

being discussed. Ask your teacher for assistance if you have hard time understanding 

them. 

18. Accomplish each “Self-check. 

19. Ask from your teacher the key to correction (key answers) or you can request your 

teacher to correct your work. (You have to get the key answer only after you finished 

each self check). 

20. If you earned a satisfactory evaluation proceed to next Information Sheet.  However, if 

your rating is unsatisfactory, see your teacher for further instructions or go back to 

pervious learning Activity. 

21. Submit your accomplished Self-check.  This will form part of your training portfolio. 

 

 

Information Sheet-1 Monitoring Performance Systems and Processes 

 

1.1. Monitor and review operational performance 









  

 

 


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



 

 

 

 

 









 

Self-Check -1 Written Test 



Directions II:  Give Short answer. Use the answer sheet provided in the next page: 

 

1.  

Answer Sheet 

 

Name:  _______________________________             Date:  _______________ 

Give Short answer Questions  

1. 

________________ 

________________ 

________________  

________________ 

________________ 

________________ 

 

 

 

Note: Satisfactory rating - 3 points            Unsatisfactory - below 3 points  

You can ask you teacher for the copy of the correct answers. 

 

Score = ___________ 

Rating: ____________ 



  

 

 

2.1. Monitoring and Measuring Operational Performance  

























 

 

 

  













 

 

 

 

 

 

 

 

 

Information Sheet-2 Assessing Progress in Achieving Profit/Productivity Plans 
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2.2. Operational monitoring tools  

Operational monitoring tools provide a measure of the current status of an operational plan 

implementation, and a measure of where it is in relation to the overall targets of the plan. Here are 

some examples of operational monitoring tools.  

Pareto chart  

Many managers spend their days in a frenzy of activity, but achieve very little because they are not 

concentrating on the right things. Wilfredo Pareto was an Italian economist who formulated the 

general principle (now called the ‘Pareto Principle’ or 80/20 Rule) that says: 20% of the sources cause 

80% of any problem.  

We frequently see the Pareto Principle in action in our workplace. For example, you may find that:  

 The bulk of absenteeism in an organization is usually accounted for by a relatively small 

number of employees  

 Within a department, section or unit, a few of the people tend to do much of the effective work  

 Solving a few key problems leads to major improvement, and  

 At meetings a few of the people do most of the talking!  

 

The Pareto chart offers a simple way for a manager to collect and analyze the relative importance of 

data relating to the implementation of an operational plan. Used well, a Pareto chart shows the 20% of 

problems where process changes or improvements are likely to give the 80% of pay-off.  

An example of a Pareto chart that shows data about returned items in a retail store: 

 



Pareto chart 
 

Run charts  

A run chart is an extremely important tool for a manager as it shows the change in a measured 

characteristic (e.g. customer numbers) over a set period of time. Run charts identify trends or patterns 

in the data that is, if the values are consistently going up, down or moving cyclically.  

An example of a run chart is provided below. 



  

 

 



Run Chart 

Run charts are used to help:  

 Monitor the performance of one or more processes over time to detect trends, shifts and cycles  

 Identify a problem that may require investigation  

 Compare a performance measure before and after implementation of a solution to measure its 

impact  

 Focus attention on changes in a process, and  

 Identify if there are other factors influencing the results you are getting.  

 

Histograms  

Histograms show the frequencies with which events are occurring, for example, the number of 

complaints received per product produced or sold by an organization.  

Dashboards  

Dashboards are performance monitoring tools that collect and centralize data relating to key 

performance indicators that are relevant to the business operations of an organization. These specific 

indicators are tracked in graphs that enable managers to monitor the performance of their operational 

plans.  

Self-Check -2 Written Test 

 

Directions:  Answer the following questions. Use the Answer sheet provided in the 

next page: 

















  

 

 

Answer Sheet 

 

Name:  _______________________________             Date:  _______________ 

Directions:  Answer the following questions. 

 

1. 

_____________ 

_____________ 

_____________ 

_____________ 

_____________ 

2. 

_____________ 

_____________ 

_____________ 

3. 

_____________ 

_____________ 

_____________ 

_____________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: Satisfactory rating - 3 points            Unsatisfactory - below 3 points  

You can ask you teacher for the copy of the correct answers. 

 

Score = ___________ 

Rating: ____________ 



  

 

 

Information Sheet-3 Analysing and Using Budget and Actual Financial 
Information 

 

3.1. Analyzing and Interpreting Budget and Actual Financial Information to Monitor and 

Review Profit and Productivity Performance 













Budgets  













 

 

 

 

 















 

 

 



  

 

 



 

 



 

 



 

 

 







 

 







 

 





 













 

 





  

 

 

 





 

   



   







  





   

    







   

    

   





  

   

   

   





   

   





   

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

 

 

 

Self-Check -3 Written Test 

 

 

Directions I: Answer the question. Use the answer sheet provided in the next page 

 



 

 

Answer Sheet 

 

Name:  _______________________________             Date:  _______________ 

 

Directions I: Answer the question. 

1.  

__________________ 

__________________ 

__________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Score = ___________ 

Rating: ____________ 

Note: Satisfactory rating - 3 points            Unsatisfactory - below 3 points  

You can ask you teacher for the copy of the correct answers. 

 



  

 

 

Information Sheet-4 Identifying Unsatisfactory Performance and Take  Action to 
Rectify the Situation 

 

4.1. Identifying areas of under-performance and taking prompt action  
        to  rectify the situation  

























































  

 

 

Self-Check -4 Written Test 

 

Directions: Answer the question. Use the Answer sheet provided in the next page: 

3.  

 

 

 

Answer Sheet 

 

 

Name:  _________________________             Date:  _______________ 

Direction: Answer Questions 

1. 

_______________________________ 

_______________________________ 

________________________________ 

_______________________________ 

________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: Satisfactory rating - 3 points            Unsatisfactory - below 3 points  

You can ask you teacher for the copy of the correct answers. 

 

Score = ___________ 

Rating: ____________ 



  

 

 

Information Sheet-5 Providing Mentoring, Coaching and Supervising  

 

5.1. Providing mentoring and coaching  















Coaching  















Mentoring  











 

 

 

 

 

 

 

 

 

 



  

 

 

 

 

 

Self-Check -5 Written Test 

 

Directions:  Fill in the Blank Space. Use the Answer sheet provided in the next page: 

1. 

 

 

 

 

Answer Sheet 

 

 

Name:  _________________________             Date:  _______________ 

Short Answer Questions 

1. 

_______________________________ 

_______________________________ 

________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: Satisfactory rating - 3 points            Unsatisfactory - below 3 points  

You can ask you teacher for the copy of the correct answers. 

 

Score = ___________ 

Rating: ____________ 



  

 

 

Information Sheet-6 Presenting Recommendations for Variation 

 

6.1. Investigating performance gaps  





 

 

 

 







Variance in materials  









 

 

 

 

 







Variance in labor 









 

 

 



  

 

 

 

 

 

 

Variance in overheads  



















.  

6.2. Negotiating recommendations for variations to plans and gaining  
approval  









 



 

 



Self-Check -6 Written Test 

 

Directions: Answer the questions. Use the Answer sheet provided in the next page: 

 

2. 

 

 Note: Satisfactory rating - 3 points            Unsatisfactory - below 3 points  

You can ask you teacher for the copy of the correct answers. 



  

 

 

 

Answer Sheet 

 

 

Name:  _________________________             Date:  _______________ 

Short Answer Questions 

1. 

_______________________________ 

_______________________________ 

________________________________ 

2.  

 

 

 

 

 

Information Sheet-7 Implementing Systems, Procedures and Records 
Associated with Performance 

 

7.1. Implementing Systems to Manage Procedures and Records  









 



 

 



 

 

 

 

 

Score = ___________ 

Rating: ____________ 



  

 

 

Self-Check -7 Written Test 

 

Directions: Answer the question. Use the Answer sheet provided in the next page: 

1. List the system to manage procedures and records associated with documenting 

performance. 

 

 

 

 

 

 

Answer Sheet 

 

 

Name:  _________________________             Date:  _______________ 

Short Answer Questions 

1. 

_______________________________ 

_______________________________ 

________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: Satisfactory rating - 3 points            Unsatisfactory - below 3 points  

You can ask you teacher for the copy of the correct answers. 

 

Score = ___________ 

Rating: ____________ 
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