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To begin this assessment part, read the following email and its attachment, then complete the tasks that follow: 

 

To: Dave O’Connor (dave.oçonnor @cbsa.com.au) 

From: Gavin Stead (gavin.stead@cbsa.com.au) 

Date/time: Monday 09:45 a.m. 

Subject: New Client – Career Training  

Attachments: Sustainability Plan docx 

Good morning Dave,  

 

I hope this message finds you well. As we continue to grow and evolve as a leader in the consulting 
industry, it is imperative that we align our operations with sustainable and environmentally 
responsible practices. Sustainability is not just a global imperative but also a significant factor in our 
long-term success and competitiveness. 

 

With this in mind, I am excited to announce that we are initiating a comprehensive review of our 
current sustainability plan and practices. Our goal is to not only improve our own environmental 
footprint but also to expand our consulting division to include sustainability consulting services. This 
will enable us to assist our clients in achieving their sustainability goals, reflecting our commitment to 
creating a positive impact on the world. 

 

To spearhead this initiative, I am forming a Sustainability Review Committee (SRC) that will be 
tasked with the following: 

 

• Conducting a thorough audit of our existing sustainability practices, identifying areas for 
improvement and integration into our core business strategies. 

• Developing a robust sustainability plan that encompasses innovative and practical strategies 
for reducing our environmental impact, enhancing social responsibility, and ensuring 
economic viability. 

• Exploring opportunities for integrating sustainability consulting services into our existing 
offerings, including market research and competency development. 

The SRC team will be reaching out to various departments and teams for input and collaboration in 
the coming weeks. 

 



This initiative is a pivotal step in our journey towards sustainability and will play a crucial role in 
shaping the future of CBSA. Together, we can lead by example and demonstrate that 
responsible business practices and commercial success can go hand in hand. 

 

I am so excited to present you as the SRC team leader to spearhead this project and help 
develop this part of the business. Your understanding of sustainability and implementing 
sustainability practices will be vital in this role.  

 

To begin, I need you to look at our intranet and find the IM018- Sustainable Practices Workplace 
Policy and Procedure. This will be a great starting point for you to see what has been established so 
far in the business. Once you have reviewed the document please complete the attached document 
below to help you begin this project.  

 

Thank you for your continued dedication and support. I look forward to working closely with all of 
you on this exciting and important journey. 

 

Kind regards, 

Gavin Stead 

Managing Director 

300 Fictional Way, Sydney, NSW 2000 

Phone: 1800 111 222 

www.cbsa.com.au 
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• Environment Protection (Distribution of Landfill Levy) Regulations 2010 



• Environment Protection (Fees) Regulations 2012 

• Environment Protection (Vehicle Emissions) Regulations 2013 

• Environment Protection (Scheduled Premises) Regulations 2017 

• The Environment (Protection) Act 1986 

• The Forest (Conversation) Act 198 

• AS 8003:2003 – Corporate governance- Corporate social responsibility 

AS/NZS 3598:2014- Energy audit
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To begin this assessment part, read the following email and its attachment, then complete the tasks that follow: 

 

To: Dave O’Connor (dave.oçonnor @cbsa.com.au) 

From: Gavin Stead (gavin.stead@cbsa.com.au) 

Date/time: Tuesday 12:30pm  

Subject: CBSA Sustainability Plan   

Attachments: Sustainability Plan docx 

Dear Dave, 

 

I hope this message finds you well. I am writing to express my sincere gratitude for the initial research you 

have conducted into CBSA’s sustainable practices. Your efforts have provided us with valuable insights 

and have laid the groundwork for the next critical phase of our sustainability journey. 

Your ability to identify key areas within our current practices that hold potential for improvement has not 

gone unnoticed. It is clear that we have opportunities to enhance our environmental sustainability, which 

aligns perfectly with our corporate vision and values. 

Moving forward, I would like you to develop a detailed plan of attack. This plan should identify three 

environmentally sustainable work practices that we can implement immediately. From the identified 

considerations that CBSA has already identified, we need to focus on three of them.  

Additionally, I would like you to pinpoint two opportunities for improvement within our existing sustainable 

practices in the workplace. Review the modifications that have been implemented by CBSA already and 

identify which two improvements/ modifications CBSA should work on to ensure we achieve these goals.  

The aim is to not only reinforce our commitment to sustainability but also to streamline our operations in a 

manner that supports our environmental objectives. These initiatives should be practical, achievable, and 

have a measurable impact on our sustainability footprint. 

Please ensure that your plan includes: 

• A clear outline of the proposed sustainable work practices. 

• An analysis of the current practices and the identified opportunities for improvement. 

• The expected benefits and outcomes of implementing these practices. 

• Any resources required to put these plans into action. 

Your contributions are vital to CBSA’s commitment to sustainability and our ongoing success. I am 

confident in your abilities to lead this initiative and look forward to seeing your detailed plan. 

Thank you once again for your dedication and hard work. Let’s continue to make a positive impact on our 

environment and society through our corporate actions. 

Kind regards, 



Gavin Stead 

Managing Director 

300 Fictional Way, Sydney, NSW 2000 

Phone: 1800 111 222 

www.cbsa.com.au 
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To begin this assessment part, read the following email and its attachment, then complete the tasks that follow: 

 

To: Dave O’Connor (dave.oçonnor @cbsa.com.au) 

From: Gavin Stead (gavin.stead@cbsa.com.au) 

Date/time: Wednesday 9:00am  

Subject: Sustainability Action Plan Template   

Attachments: Sustainability Action Plan docx 

Good morning Dave,  

 

I trust this message finds you well. I am pleased to inform you that we have identified a comprehensive 

Sustainability Action Plan template from business.gov.au, which aligns perfectly with our objectives to 

enhance sustainable practices at CBSA. 

This template is designed to help us systematically approach our sustainability goals and ensure we cover 

all necessary aspects of effective sustainability planning. I believe it will serve as a valuable tool in 

structuring our initiatives and strategies. This document will be found below. 

Could you please complete this template with the relevant information, focusing on the key areas we 

discussed previously?  

Once filled, I would like you to present the completed draft sustainability plan to our management team.  

This presentation will be an excellent opportunity to discuss our sustainability strategy in detail and align 

our efforts across the organisation. 

Some key considerations we need to take into account with the sustainability plan:  

• Costing- we have not allocated funding for this project, so we will need to see projected costings 

and prices on materials that need to be used  

• Provide two (2) examples for each section- these need to be the main focus to help these projects 

launch effectively  

• When looking at responsibility, check the organisation tree on the CBSA page if there is a specific 

person in management that needs to be considered for projects  

• Fields highlighted in yellow require amendments to explain CBSA and our vision 

• Make sure when thinking about tasks/ goals that you are looking at the SMART goal theory 

Your expertise and insights have been instrumental in guiding our sustainability journey so far, and I am 

confident that your contribution to this plan will be equally impactful. The management team and I are 

looking forward to your presentation and to moving forward with the implementation of our sustainability 

initiatives. 

Thank you for your continued dedication and effort in driving CBSA towards a more sustainable future. 



 

Kind regards, 

Gavin Stead 

Managing Director 

300 Fictional Way, Sydney, NSW 2000 

Phone: 1800 111 222 

www.cbsa.com.au 

 

• 

• 

o 

o 

• 

o 

o 

o 

o 

o 

http://www.cbsa.com.au/


o 

o 

• 

• 

• 

• 

• 

• 

• 

• 

o 

o 

o 

• 

o 

o 

o 



• 

o 

o 

o 

o 

• 

o 

o 

o 

• 

o 

o 

o 

• 

o 

o 

o 

o 

• 



o 

o 

o 

o 



[A short statement describing how you’re committed to improving your sustainability. You might want to write your statement after you fill out the tables.]  

Our commitment to 

sustainability 

 

[Example: At Elemental Café in the heart of Best Town, we understand the importance of sustainability for the future of our environment, community and 

business. 

Our team is committed to reducing negative effects and making a positive impact on the environment and community. 

We will do this by: 

• working with local farmers to compost our waste and source 40% of our food within 100 km of our café 

• working with local Traditional Owners to improve our understanding of First Nations cultures and include their stories in our customer experiences 

• using 100% renewable energy to power our café by 2030 

• working with Best Town High School to provide training for local students 

• partnering with local First Nations businesses to include native food ingredients on our menu 

• regularly reviewing and updating our sustainability action plan and assessing our risks and performance each year.] 



[Follow these steps to help you fill out the tables on the following pages.] 

 

 

 

 

 

 

 

Objective Baseline Target Actions Responsible Costs Benefits and savings 

[Example: Reduce 

annual office energy 

use through changes 

to lighting] 

[387KwH each 

year] 

[5% reduction in 

12 months] 

[Change all lights to LED 

Communicate to staff about turning 

off lights 

Promote the use of natural light] 

[Person’s name] [$200 in LED light 

bulbs 

[Savings = $855] 



Staff training – 

internal costs 

only] 

Objective Baseline Target Actions Responsible Costs Benefits and savings 

[Example: Reduce 

annual room water 

use through water-

efficient equipment] 

[400 litres for 

each guest each 

night] 

[5% reduction in 

12 months] 

[Incrementally change shower heads 

in hotel rooms to low-flow shower 

heads 

Communicate to guests to be water-

conscious] 

[Person’s name] [$150 for each 

unit  

Signs in 

bathrooms] 

[Savings = $150 for each room] 

      

       



Objective Baseline Target Actions Responsible Costs Benefits and savings 

[Example: Reduce use 

of office paper] 

[85 reams of 

paper (17 

boxes)] 

 

[10% reduction 

in 12 months] 

[Encourage staff not to print 

Sign contracts digitally 

Set the printer to print on both sides 

and in black and white by default] 

[Person’s name] [$0 

Staff training – 

internal costs 

only] 

 

[Savings = $180] 

Objective Baseline Target Actions Responsible Costs Benefits and savings 

[Example: Reduce 

annual room water 

use through water-

efficient equipment] 

[400 litres for 

each guest each 

night] 

[5% reduction in 

12 months] 

[Incrementally change shower heads 

in hotel rooms to low-flow shower 

heads 

[Person’s name] [$150 for each 

unit  

Signs in 

bathrooms] 

[Savings = $150 for each room] 



Communicate to guests to be water-

conscious] 

      

       



 



To begin this assessment part, read the following email and its attachment, then complete the tasks that follow: 

 

To: Dave O’Connor (dave.oçonnor @cbsa.com.au) 

From: Gavin Stead (gavin.stead@cbsa.com.au) 

Date/time: Friday 3:30pm 

Subject: Implementation Plan    

Attachments: Implementation Plan docx 

Good afternoon Dave,  

I hope this message finds you well. I want to extend my gratitude to the amazing diligent work you and 

your team have done completing our Sustainability Action Plan. Your commitment and expertise have 

brought us to a pivotal point in our journey towards a more sustainable future at CBSA. 

 

The completion of the action plan is a significant milestone, but our work does not stop here. The next 

crucial step is to develop a detailed draft Implementation Plan.  

This plan will serve as a roadmap for integrating the sustainability initiatives into our daily operations and 

long-term strategic goals. 

 

The Implementation Plan will need to outline: 

 

• Specific Actions and Initiatives: Detailed steps to execute the sustainability strategies identified in 

our action plan. 

• Timeline and Milestones: Key dates and milestones to monitor progress and ensure timely 

implementation of each initiative. 

• Responsibilities and Roles: Assigning clear roles and responsibilities to ensure accountability and 

effective execution of the plan. 

• Resources and Budget: Identification and allocation of the necessary resources and budget to 

support the implementation of the initiatives. 

• Monitoring and Evaluation: Mechanisms for tracking progress, assessing the effectiveness of the 

initiatives, and making adjustments as needed to stay on course. 

 

This document will be cruicial when we meet with some of the department heads next week to help get 

this project launched and begin the implementation.  

Thank you for your continued dedication and enthusiasm. Together, we are making a difference, not just 

within CBSA, but also for our community and the planet. 

 

Kind regards, 

Gavin Stead 



Managing Director 

300 Fictional Way, Sydney, NSW 2000 

Phone: 1800 111 222 

www.cbsa.com.au 
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Project Name:  

Project Number: 

Project Date:  

Approval History 

Name Title Signature Date 

Gavin Stead  CEO Manager   

Henry Thomas Operations Manager    

Steve Alfonso Training Manager    

Document Overview 

This should be built from the body of the document and written last. 

Purpose of this document 

The Implementation Plan details the high-level implementation timings, resources required, back-out details and post implementation support required for the 

implementation. 

Objectives 

A project objective is a statement of the overarching rationale for why the project is being conducted. A project can have one or more objectives. They do not need to be 

measurable, and they should focus on what the project is going to achieve, rather than what is produced. A useful way to frame the objective is to answer the question 'why 

are you doing the project?'. 

For example: 

Corporate Objective: To develop and maintain a best practice project management framework and methodology to be adopted across government. 



Project Objective: To improve accessibility to, and quality of, information on project management tools and techniques and on available training for project participants. 

Outcomes  

Target Outcomes’ are what the project will be held accountable for. Target Outcomes have a measurable benefit and will be used to gauge the project’s success. Target 

outcome measures will help answer such questions as 'what have we achieved?' and 'how do we know?’ Target Outcomes are expressed as a statement in the past tense 

and usually start with a word ending in 'ed’. 

Scope of work  

The scope of work is defined as a clear statement of the areas of impact and the boundaries of the work of the project.  

Part of the Project (Inside Scope) Responsibility 

Training operational staff to use the new system Training Manager 

  

  

  

Project Development Schedule  



Needs to reflect chronologically in the table below, listing major activities and milestones that will be sufficient to set the project’s course and monitor progress. Milestones 

should be shown in bold and indicated by a blank scheduled start date, these are the dates identified during the initial planning stages for the project’s key deliverables

Item Description  Who  Scheduled Start Scheduled Finish  

1 Complete implementation plan Project manger  1 June 

2     

3     

4     

5     

Resource Plan  

List the resources needed for pre- implementation and during implementation stages. This includes the project team and any client staff or contractors. 

Resource Name Responsibility 

Project Manager   

   

   



   

   

   

 

 



To begin this assessment part, read the following email and its attachment, then complete the tasks that follow: 

 

To: Dave O’Connor (dave.oçonnor @cbsa.com.au) 

From: Gavin Stead (gavin.stead@cbsa.com.au) 

Date/time: Tuesday 12:30pm 

Subject: Communication Plan    

Attachments: Communication Plan docx 

Good afternoon Dave,  

I am pleased to see the progress we have made with the completion of our Sustainability Action Plan and 

the subsequent development of the Implementation Plan. These documents are cornerstone 

achievements that set the stage for the transformative journey CBSA is embarking on towards enhanced 

sustainability. 

The next essential step in our journey is to develop a comprehensive draft Communication Plan. This plan 

will be pivotal in effectively rolling out our sustainability and implementation plans, ensuring that every 

member of our team is informed, engaged, and aligned with our sustainability goals. 

Key Objectives of the Communication Plan: 

• Awareness: To ensure all employees are fully aware of our sustainability commitments, goals, and 

the specific actions we plan to take. 

• Engagement: To foster a culture of sustainability within CBSA, encouraging active participation 

and support from all team members. 

• Transparency: To maintain open communication about our sustainability efforts, progress, and 

achievements, reinforcing trust and credibility both internally and externally. 

• Feedback Loop: To establish channels for feedback and dialogue, allowing continuous 

improvement and adaptation of our sustainability initiatives. 

The Communication Plan should detail the strategies, channels, and tools we will use to communicate our 

sustainability efforts, timelines for key messages, and responsibilities for managing and delivering these 

communications. 

Make sure you review the organisation chart and identify four (4) key stakeholders that have been 

identified requiring communication and by in for the launch and implementation of the project.  

Please find some information below that will assist you in completing the communication plan:  

• Gavin Stead needs to be communicated on the Sustainability action plan- any updates 

• All staff want to be notified through regular emails  

• Henry Thomas would like to be CCed with communications around project implementation, 

updates on the implementation plan  

• Gavin and Henry want a meeting once a week at the end of the week to update them on progress 

and plan of attack for the next week  

• Jay Gartner would like updates on any regulatory matters, this can be done via email when 

necessary  

• Adrian Russo would like email updates on outcomes and triumphs around the sustainability plan 

to help with company marketing. As well once a month meeting to talk about updates and 

marketing plans around the project   

 



Please start thinking about innovative and effective ways to communicate our sustainability journey. Your 

insights will be invaluable as we aim to inspire and mobilise our entire team towards our shared 

sustainability objectives. 

Thank you once again for your hard work and commitment to making CBSA a leader in sustainability. 

Kind regards, 

Gavin Stead 

Managing Director 

300 Fictional Way, Sydney, NSW 2000 

Phone: 1800 111 222 

www.cbsa.com.au 

 

• Gavin Stead needs to be communicated on the Sustainability action plan- any updates-  

• All staff want to be notified through regular emails, low priority  

• Henry Thomas would like to be CCed with communications around project implementation, updates on the 

implementation plan 

• Gavin and Henry want a meeting once a week at the end of the week to update them on progress and plan 

of attack for the next week  

• Jay Gartner would like updates on any regulatory matters, this can be done via email when necessary  

• Adrian Russo would like email updates on outcomes and triumphs around the sustainability plan to help 

with company marketing. As well once a month meeting to talk about updates and marketing plans around 

the project   

• Communication with Gavin, Henry, Jay are high priority, communication with Adrian is low priority  
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To begin this assessment part, read the following email and its attachment, then complete the tasks that follow: 

 

To: Dave O’Connor (dave.oçonnor @cbsa.com.au) 

From: Gavin Stead (gavin.stead@cbsa.com.au) 

Date/time: Tuesday 4:35pm 

Subject: Organising Work Activities     

Attachments: Organisation Document docx 

Hi Dave,  

 

Hope you are well and the project is going well.  

 

Prior to meeting with the stakeholders we need to explain and delegate tasks for workers to help us 

achieve our sustainability goals.  

As this project is in the early stages of development, I want to present a hypothetical scenario to the 

stakeholders to get the buy-in. The following areas we want to address in the delegation of work activities.  

• Workplace Environmental Issues  

• Areas for Improvement  



• Improve Resource Usage  

Can you create a series of emails to the relevant groups that will be working on the specific areas. In the 

email you would need to address the following organisational factors:  

• Who is involved  

• What will they need to do  

• Where will this occur 

• When and how long for  

• How are they going to communicate their progress to you 

Note these groups have not been created internally yet, this is something we will deligate later on, but 

when they have been created we can send out the draft emails immediantly.  

 

Please fill out the email drafts below to help have them ready for when we have the meeting with the 

stakeholders.   

 

Kind regards, 

Gavin Stead 

Managing Director 

300 Fictional Way, Sydney, NSW 2000 

Phone: 1800 111 222 

www.cbsa.com.au 
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• Workplace Environmental Issues  

• Areas for Improvement  

• Improve Resource Usage  

• Change Management to help support Sustainability Performance  

• Who is involved  

• What will they need to do  

• Where will this occur 

• When and how long for  

• How are they going to communicate their progress to you 

• 

• 

• 

• 



• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

 



Email  
 

To: Workplace Environmental Group  

From: <<Add your email address here>> 

CC: <<Add names of carbon copy email recipients here (leave blank if none>> 

BCC: <<Add names of blind carbon copy email recipients here (leave blank if none>> 

Date/time: <<Add the time and date of the email here>> 

Subject: <<Add the subject of the email here>> 

Attachments: <<Add the name of any attachments here (leave blank if none)>> 

To <<Add email recipient(s) here>>, 

<<Add message here. Add as much space as necessary.>> 

 

 

 

Kind regards, 

<<Add your name here>> 

 



<<Add your job position here>> 

300 Fictional Way, Sydney, NSW 2000 

Phone: 1800 111 222 

www.cbsa.com.au 
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Email  
 

To: Areas for Improvement Group  

From: <<Add your email address here>> 

CC: <<Add names of carbon copy email recipients here (leave blank if none>> 

BCC: <<Add names of blind carbon copy email recipients here (leave blank if none>> 

Date/time: <<Add the time and date of the email here>> 

Subject: <<Add the subject of the email here>> 

Attachments: <<Add the name of any attachments here (leave blank if none)>> 

To <<Add email recipient(s) here>>, 

<<Add message here. Add as much space as necessary.>> 

 

 

 

Kind regards, 

<<Add your name here>> 

 



<<Add your job position here>> 

300 Fictional Way, Sydney, NSW 2000 

Phone: 1800 111 222 

www.cbsa.com.au 
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Email  
 

To: Resource Usage Group  

From: <<Add your email address here>> 

CC: <<Add names of carbon copy email recipients here (leave blank if none>> 

BCC: <<Add names of blind carbon copy email recipients here (leave blank if none>> 

Date/time: <<Add the time and date of the email here>> 

Subject: <<Add the subject of the email here>> 

Attachments: <<Add the name of any attachments here (leave blank if none)>> 

To <<Add email recipient(s) here>>, 

<<Add message here. Add as much space as necessary.>> 

 

 

 

Kind regards, 

<<Add your name here>> 

 



<<Add your job position here>> 

300 Fictional Way, Sydney, NSW 2000 

Phone: 1800 111 222 

www.cbsa.com.au 
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