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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. ' _:Ensure Ieglblllty of text

software template should
used

Date

Designer’'s Name Font: Default

Slide Numbering Font: Default

Company Logo 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 SPORTS1. Print one slide per
page in landscape format.

Slide No | Style Text/Graphic

1 Heading TRAINING COURSES
Bullet Golfing day with professional instru
Bullet Fencing for beginners, no experience i
Bullet Canoeing at all levels
Bullet Introduction to white water rafting

2 Heading EQUIPMENT AND CLOTHIN '
Bullet Pen and notebool&%&au.lnductlon and theory &essrons
Bullet Waterproof and
Bullet

3 Heading
Insert here - see below for content

Organisation Chart for Slide 3

Sarbjit Atwal

Golf Professional Canoeing Coach
Henry Narduzzo Hilary Jones
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DOCUMENT 2

Recall the presentation saved as SPORTS1 in Document 1. Amend the slides and
create a further slide as shown below. Save 3s SPORTS2. Print an outline view.

Slide No | Current Text Amendment

1 Canoeing at all levels demote bullet

3 Add a subordinate level to | Add: Tennis Coach
Sports Centre Manager Ellen Stevens

4 Heading PROFESSIONAL S
Bullet Purchase a range of go
Bullet Hire fencing, tennis and goffir
Bullet Book private lessons with ou!




DOCUMENT 3

Recall the presentation saved as SPORTS2. Create a further slide from the
information given below, retaining capitalisation as shown throughout. Save as
SPORTS3. Print as handout with all slides on one page.

Slide No Style Text/Graphic

5 Picture (Import 3 clipart picture of your choice)

Heading ORGANISED ACTIVITIES

Bullet Annual tournaments for golf, tennis
Bullet Fun day events for all

Bullet Leagues for fencing, golf and squash
Bullet Fundraising events for various charities
Bullet Annual dinner and disco i

Bullet White water experience
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DOCUMENT 4

Recall the presentation saved as SPORTS3. 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 SPORTS4 and print the speaker’s notes.

SLIDE 1

SLIDE 2

TRAINING CoUuRSES

Courges Aun.v\j 'ﬂne Hear‘-
Thege courses t“cmﬂe. Lrom
Novice teo odvanced |evel.

AU our inctru crors are fu
abunlirflec\. We even have

Some atper‘{' ceaches for.
limited sessiens each w.

We offer a chore oF +rain‘l-ﬁ

EQUIPMENT AND ¢LOTHING

Ee(:bre ka de
WL\Q}LQ(‘ +'o co

Iy




SLIDE 3

SLIDE 4

PRoFESS|ONARL SHOP

We are Proud +o announce
-H,\a\" a New \u'ma L-as. been
added Fo our E."naF.

TLLQJ‘e_ Qfe. Some useJ 'tl’ems

for scle.

Sme jour meMLe.rsLLir
C.Gw-c.l Ahal 5@\" a A;SCoqn+

for any Soe:]s. You \puj

ORGANISED EVENTS

We PraViAe- a. rc-hﬂe ot
eveva'f ‘Hno.“ afe. Su‘u"‘a.lale
Hor ndividuds as well as

Sf‘buff .






