
Version 1.0 April 2021 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

• 

• 

– 

– 

– 

– 

– 

 

– 

– 

 



• 

• 

• 

 
 
 

 

 

 

 



 

Sample Content Overviews 

Document 1: Business Case 

Part A: Organisational requirements 

Type of document Business case 

Application Microsoft Word 

Method of 
communication 

Written Word document 

Title of document  Purchase of new cleaning machinery 

Purpose  
To present a business case for new cleaning equipment across the five 
Bounce Fitness Gyms.  

Audience  Management Team 

Related policies and 
procedures or other 
information sources 

Students may elect to include other information sources (optional) such as 
manufacturer’s guidelines 

Visuals and graphics 
The type of visual or graphic they intend to use, such as a table, photo, pie 
chart, flow chart, Illustration, drawing etc. 

Format, style and 
structure 

Standard 

Part B: Content outline  

 

The content outline must identify the main sections of a business case and subsections: 

Section 1: Executive Summary 

Section 2: Finance 

• Financial Appraisal 

• Sensitivity Analysis 

Section 3: Project Definition 

• Background Information 

• Business Objective 

• Benefits and Limitations 

• Option Identification and Selection 



• Plan Outline 

• Risk Assessment 

• Purchasing Strategy. 

 

Document 2: PowerPoint Presentation  

Part A: Organisational requirements 

Type of document PowerPoint Presentation 

Application MS PPT 

Method of 
communication 

Written PPT 

Title of document   
Purchase of new cleaning machines 
 

Purpose  To summarise contents of business case for new cleaning machines 

Audience  Employees 

Related policies and 
procedures or other 
information sources 

Bounce Fitness Style Guide 
Students may elect to include other information sources (optional) 

Visuals and Graphics 
The type of visual or graphic they intend to use, such as a table, photo, 
pie chart, flow chart, Illustration, drawing etc.. 

Format, style and 
structure 

Standard 

Part B: Content outline 

 

The content outline must use bullet points to indicate topics and corresponding sub-topics that 
summarise the Business Case 

 

Document 3: Procedure  

Part A: Organisational requirements 

Type of Document Procedure 

Application MS Word 

Method of 
communication 

Written procedure 

Title of Document   
Bounce Fitness Procedure for Maintaining Cleaning Machines  

Purpose  
To document general procedure and guidelines for maintaining cleaning 
machines 

Audience  Employees 

Related policies and 

procedures or other 

information sources 

• Bounce Fitness Style Guide 

• Manufacturing Guidelines – Caring for and Maintaining Floor 

Scrubber. 

• Students may include/refer to other information sources 

(optional) 

Visuals and Graphics 
The type of visual or graphic they intend to use, such as a table, photo, 
pie chart, flow chart, Illustration, drawing etc. 



Format, style and 
structure 

Standard 

Part B: Content outline 

 

The content outline must: 

• Use bullet points to indicate topics and their corresponding sub-topics that summarise the 
procedure 

• Follow Scenario requirements 

• Provide a description of images to be used (optional). 
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