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

 

 
CBSA Purchasing Strategy  
 

Please find below a screen grab of the IM010 Procurement Policy and Procedure  

 

Current Procurement Issue:  

Currently, we are purchasing first aid equipment and resources yearly. The equipment we purchase are:  

• Adhesive Bandages (Band-Aids): Used to cover small cuts, scrapes, and blisters. 
• Sterile Gauze Pads: Used to clean and dress wounds. 
• Adhesive Tape: Used to secure gauze pads and bandages in place. 
• Antiseptic Wipes or Solution: Used to clean and disinfect wounds to prevent infection. 
• Antibiotic Ointment: Applied to minor cuts and scrapes to prevent infection and promote healing. 
• Disposable Gloves: Used to protect the rescuer and the patient from contamination. 
• Tweezers: Used to remove splinters, ticks, or other foreign objects from the skin. 
• Scissors: Used to cut clothing, tape, or bandages. 
• Triangular Bandage (Cravat): Can be used as a sling for arm injuries or as a bandage for head injuries. 
• Instant Cold Pack: Used to reduce swelling and relieve pain for minor sprains and strains. 



• CPR Face Mask: Used to provide a barrier between the rescuer and the patient during CPR. 
• Emergency Blanket: Provides warmth and protection from the elements in case of exposure to cold 

weather. 
• Burn Gel or Dressing: Used to soothe and protect minor burns. 
• Eye Wash Solution or Eye Cup: Used to flush out foreign objects from the eye or to rinse out 

irritants. 

 

There are 4 first aid kits located around the office  

1. At the reception desk  
2. In the Kitchen  
3. In the Kitchenette  
4. At the desk of the first aid officer in the building ( Belinda Hawkins- Accountant)  

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 



 

 

 

 

 

 

 

 

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

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

Date/time: Tuesday 10:35am 

Subject: Purchasing strategies  

Attachments: Improvement Table  

Good morning Dave,  

 

Hope you are well. We are currently reviewing our sustainability measures in relation to resource 
purchasing.  

 

I had a meeting this morning with Trish Gibbons (Accounts Officer) and Keith Banks (Auditor). 
There are some discrepancies in the data, finances, and resources related to our First Aid and 
First Aid Kits.  

 

Trish has sent me information (above) about some information relating to the issue. Can you 
please go and review the data/ information Trish has provided and identify some potential areas 
of concern/ risk.  

 

Once you have identified 3 area’s of concern can you provide a strategy to help fix the area of 
concern and complete the table below.  

 

Your assistance with this is much appreciated.  

 

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: Thursday 11:45am 

Subject:  Tools to help with efficiency target 

Attachments:  

Good morning Dave,  

Thank you for your ongoing work and commitment to this project. As we are still in the 
implementation stage of the project, can we review some of the tools we can use to help set 
those efficiency targets that we want to establish as a baseline to see that we are being effective 
with our implementation. 

 

In the table below, can you provide one example against each of the following:  

• Microsoft applications we can use to help collate the data  
• Online project management software we can use to help drive the project  
• One example for each section of the SMART goals. Examples connecting with the 

sustainability plan 
• What is the best strategy to set efficiency targets  

  

 

Kind regards, 

Gavin Stead 



Managing Director 

300 Fictional Way, Sydney, NSW 2000 

Phone: 1800 111 222 

www.cbsa.com.au 

 

• 

o 

o 

o 

• 

• 

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


• 

o 

o 

o 

o 

o 

• 







• 

o 

o 

o 

o 

o 

• 

o 



o 

o 

Microsoft applications we can use to 
help collate the data  

Provide details on where you sourced 
your information. 

Provide a quote for the identified 
resource.  

 

 

Online project management software 

Provide details on where you sourced 
your information. 

Provide a quote for the identified 
resource.  

 

SMART goals 

Setting efficiency targets 



To begin this assessment part, read the following communication, then complete the tasks that follow: 

Communication Plan  

• Updates from all departments every month to gain analytical data across the company to determine the 

progress of the implementation plan 

• Updates sent via email to Sustainability Team  

• Dedicated group on Microsoft Teams for instant chat and access as well. Virtual meetings if needed 



Communication from Henry Thomas  

 

Dear Team, 

 

I hope this message finds you well. I wanted to provide an update on our efforts to 

purchase new sustainability equipment for our office space. 

 

After thorough research and consideration, we have identified a supplier that offers the 

materials we need at a significantly lower cost compared to our previous options. This is 

a positive development that aligns with our commitment to cost-effective and sustainable 

practices. 

 

However, I must also share that there is a trade-off in terms of timing. Due to factors 

such as production lead times and shipping delays, it is estimated that it will take 

approximately 2-3 months for us to receive the materials once the order is placed. 

 

How best do you wish for us to proceed? 

 

Thank you for your continued dedication to our sustainability initiatives. 

 

Best regards, 

 

Henry Thomas 

Operations Manager 



 

 

 

 

 

 

 

Issues with Implementation  

• Purchasing of Sustainable Resources. Issues have come up during month one’s implementation stage  

 

 

 

 

Communication from Con Kafatos  

 

  

Dear Team, 

 

Happy Monday       hope you are well.  

 

I need to have a sit-down meeting with department heads in regard to the new potential 

new technology we are looking at retrofitting with the current office supplies.  

 

Potential issues have been identified, and some of the sustainability practices/ ideas 

around power-saving measures with technology may not work with computer devices or 

be affected. With some of our technology being dated the desired outcome may not 

work.  

 

A meeting would be good for a discussion and what to do next. This is going to be a big 

issue and one that is going to take time and cost.  

 

This is an urgent matter.  

 

Thanks  

 

Con Kaftos 

IT Manager    
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Email  
 

To: <<Add name(s) of main email recipients here>> 

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>> 

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

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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