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| REFEREN,CE?SHEET .
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Company Name | Progress Home Furnlshers
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DOCUMENT 1

Design v master slide from the instructiony onthe reference sheet. Using
this master, produce 4 slides fromthe information given below, retaining
capitnlisalion ay shown throughout. Sowve the presentution cs HOME1.
Print one slide per page in landscape format and an outline view.

Slide Number Style Text/Graphic

1 Heading INFORMATION UPDATE
Bullet The second phase of our retail outlet in Bristol has now been
completed
Bullet The kitchen and bathroom design bureau will become
operational next month
Bullet A supervised soft play area is now available for children up to
5 years old
Bullet The final restructuring phase will begin next year
2 Heading SOFT FURNISHINGS DEPARTMENT
Bullet Made to measure curtains, blinds and swags
Bullet Loose covers for settees, chairs and cushions
Bullet Extensive range of top quality fabrics
3 Heading MANAGEMENT STRUCTURE

Insert (Insert chawt showing organisaliow structure
here - see below for content of chowt to-be

created,)
4 Heading KITCHENS AND BATHROOMS
Bullet Free-standing and fitted country kitchen range
Bullet Washing machines and dishwashers
Bullet Refrigerators, freezers and cookers
Bullet Comprehensive range of baths in various designs
Bullet Shower cubicles

Chart showing Organisation Structure for Slide 3

Store Manager
Mark Collinson

Under Manager Chief Buyer Chief Trainer Marketing Manager
1 Trainee 2 Buyers 2 Trainers 1 Assistant
Customer liaison Stock control
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DOCUMENT 2

Recall the presentatiov saved as HOME1 in Document 1. Change the bullet |
symbol style on the: master slide and amend the slidey oy showwn below.
Sowve ay HOME2. Print all slides oy audience handouty (3 slidey per page).

Also-print the amended, slide 3 onw one full page:

Slide Current Text Amendment
Number
2 Made to measure curtains, Add sub-bullet: Tie-backs
blinds and swags Add sub bullet: Ribbons, tapes and hooks
Add sub-bullet: Fringing, braiding and piping cords
3 Add a Co-worker box to Add: Staff liaison
Customer liaison and welfare
3 Chief Trainer Replace with: Office Manager
2 Trainers 1 Secretary
4 Add: with hand held shower attachments

Comprehensive range of
baths in various designs




DOCUMENT 3

Recall the presentutiow soved ay HOME2. Create 2 fuwther slides fromthe
information given below, retaining capitulisation ay shown throughout,
The bow/coluwmm chaut should display the legend and ares labels. Save
as HOME3. Print only slides 5 and 6 together onone page. Whew
printing ensure the bars/colunmmny are clearly distinguishable in the
chaut.

Slide Number Style Text/Graphic

5 Heading ESTIMATED SALES INCREASE
Bar/Column (Refer to-tadle below for datz)
Chart

6 Picture (ITmport a clipart picture of your choice)
Heading ACCESSORIES
Bullet Pelmets, curtain poles and rings
Bullet Mirrors in various sizes and styles
Bullet Cushions and throws
Bullet Pendant and wall mounted light fittings

Data for Bar/Column Chart

PERIOD £

Month 1 15000
Month 2 22000
Month 3 35000
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DOCUMENT 4

Recall the presentation saved asy HOME3. Delete the slide containing the
bar/columm chart. Enter the following text ay speaker’s notes, retaining

capitalisation as shown thi

. Ensure the headings on the notes arve

emphasised with bold. Please check the spelling of the civcled words.

SLIDE 1

SLIDE 2

[V FORMATION UPDATE
The new depacktments
open have been well
Yeceived Ly the publiie.
Rccount customers

nowd

weve
\nvited ko a
evening, They
wete okle ko pPucchase

tkenms abt reduced Prices.

(C,t\l:Lj

The design buteaw will o PPer

customers a 'P‘*“‘S Pitred
kitchen and bathreom sefvice,

The childfens Play area
Showld qrove pPopulart, \lu\mﬁ
childien can sgafely be
lefe  while pacerks go
s\xopp:ng.

SoFT FORWISH/NGS DEPARTMENT

Whilst we offes¢ a fange
of (eady-vaade |kewms,
Mateviols ray be  pucchased
by the metre \enath:

d.i fPevent
of wmaleciols n 3tocke..
Theve oafe alse {rampels

of Mmelerials wihich ecan

be ofdeved difeck ~PLrom
Ehe moni factececs,

We 'alol oy
(:\.jpes

Ous staff ore trained +»
assist cusdomers
calculalln
of ﬁabr.‘c
cuxtoing

N
the caumounk

needed Por

ancl blinds.
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