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REFERENCE SHEET

Follow the design brief instructions, using the pre-set font styles, point sizes and

layout.

Design Brief

Instructions for Master Slide Style

Select a pre-set design template from your software program. The layout of the
master slide text and graphics is pre-defined and must be consistent across the

slide show.

Component

Input

Additional information

Design Template

One used consistently
throughout presentation -
software template should be
used

Ensure legibility of text
against background on
printout. Printouts may be
in black and white or colour

Date

Today's date

Font: Default

Designer’'s Name

insert your name and centre
number

Font: Default

Slide Numbering

Insert slide numbers

Font: Default

Company Logo

Suitable graphic from clipart

Black and white or colour




DOCUMENT 1

Design a master slide from the instructions on the reference sheet. Using this
master, produce 3 slides from the information given below, retaining capitalisation
as shown throughout. Save the presentation as FINANCET. Print one slide per
page in landscape format.

Slide No | Style Text/Graphic

1 Heading MORTGAGE TYPES
Bullet Capital and interest
Bullet Interest only for a 2 year period
Bullet Fixed rate plan
Buliet Capital and interest loan
Bullet Flexible
Bullet Equity release

2 Heading PAYMENT METHODS
Bullet By direct debit from your bank or building society account
Bullet Monthly by cash or cheque with a paying-in book
Bullet Additional payments, normally only one per year

3 Heading COMPANY STRUCTURE
Insert - (Insert chart showing organisation structure here - see

below for content of chart to be created)

Chart showing organisation structure for Slide 3

Manager
Jason Wheeler

Human Resources Mortgage Advice Loans
Oliver Khan Lorraine Allen lan Black
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DOCUMENT 2

Recall the presentation saved as FINANCET in Document 1. Amend the slides and
create a further slide as shown below. Save 35 FINANCE2. Print an outline view.

Slide No | Current Text Amendment

2 Additional payments, demote bullet
normally only one per
year

3 Add a subordinate level | Add: Accounts
fo Manager Pauline Smith

4 Heading FIXED TERM PLANS
Bullet Guidance on number of years
Bullet Advice on changing length of plan
Bullet Altering payments made
Bullet Additional amounts paid




DOCUMENT 3

Recall the presentation saved as FINANCE2. Create 3 further slide from the
information given below, retaining capitalisation as shown throughout. Save as

FINANCE3. Print as handout with all slides on one page.

Slide No Style Text/Graphic ,

5 Picture (Import 3 clipart picture of your choice)
Heading LOANS
Bullet Personal up to £5,000
Bullet Unsecured up to £20,000 for personal use
Bullet Obtain a loan to start a business venture
Bullet Secured loans may be offered for business use
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DOCUMENT 4

Recall the presentation saved as FINANCE3. Delete the slide containing the
organisation chart. Enter the following text as speaker’s notes, retaining
capitalisation as shown throughout. Ensure the headings on the notes are
emphasised with bold. Save as FINANCE4 and print the speaker’s notes.

SLIDE 1

SLIDE 2
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SLIDE 3

SLIDE 4

FIXED TERM PLANS
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LOANS
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