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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 12:30pm 

Subject: Business Meeting- Sustainability Plan   

Attachments: 
Board Report docx 

CBSA Data Report docx 

Good afternoon Dave,  

 

Hope you have had a great weekend! We are reaching the end of month three of the implementation of 

the Sustainability Plan. At end of this week in the board meeting it is on the agenda to discuss the 

Sustainability Plan to see how it has gone, how effective it was? What were some of the successful and 

unsuccessful features of the plan? Evaluate the plan and make amendments to it moving forward so that it 

can be implemented into CBSA.  

 

I need you to complete a board report that can be presented to the stakeholders during the board meeting. 

I have attached the report template below the email for you to complete and send to me.  

 

Attached to this email is a data reports generated to help you review the effectiveness of the sustainability 

plan and to help you to do the board report.  

 

If you can review the data and complete the report to come back to me that would be 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: Wednesday 9:00am 

Subject: Consulting Stakeholders     

Attachments: Email template docx 

Good afternoon Dave,  

 

Thank you for the amazing work that you and the team have dedicated to this project to get it off 
the ground and launched to help CBSA commence their journey to sustainability.  

 



Can you please send an email out to the staff to give them an update on the status of the project 
and where we are, and where we are heading towards. In the email, can you please explain the 
following:  

• Feedback about the project  
• Celebrating successes of the project 
• 3 new sustainable work practices we are looking to implement  
• Communication moving forward, how is this going to look 
• 1 example of how the sustainability team is going to apply a change management 

technique to one action item in the sustainability plan  

 

If you can create the email and send it out to all staff, that would be 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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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>> 

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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