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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 Ensure legibility of text
presentation — software template against background on
should be used | 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: Defauit

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 instructiony on the reference sheet.
Using thiy master, produce 3 slides from the information givew below,
retaining capitalisation ay shown throughout. Save the presentationw
ay HOLS1. Print one slide per page in landscape format.

Slide No Style Text/Graphic

1 Heading GOING ON HOLIDAY
Bullet Decide what you want to do
Bullet What time of year would you prefer?
Bullet How long can you be away?
Bullet Prepare a budget cost

2 Heading ACTIVITY BREAKS
Bullet Hot air ballooning safari in Africa
Bullet Skiing in Europe, Canada or America
Bullet Scuba diving in the Red Sea
Bullet Climbing in the Himalayas

3 Heading HOLIDAY COMPANY REPRESENTATIVES
Insert (Insert organisation chawt here - see below for

content of chauwt to-be created)

Organisation Chart for Slide 3

Area Manager Southern Region
Sally Anne Phillips

Airport transfers
2 assistants

Welcome meetings Day trips
1 assistant 1 assistant
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DOCUMENT 2

Recall the presentation sowved ayHOLS1 in Document 1. Amend the
slides and create a further slide, ay shown below. Save ayHOLS2.
Print an outline view.

Slide No

Current Text

Amendment

How long can you be away?

Demote bullet

3 Add a subordinate level to Add:  Guest queries
Area Manager Southern Region 1 assistant
4 Heading LEISURE AND TOURING
Bullet Learn a new skill
Bullet - Relax at a health spa
Bullet Cruising in the Mediterranean
¥ Bullet Coach tours to art galleries




DOCUMENT 3

Recall the presentationw saved ayHOLS2. Create a funrther slide from
the information given below, retaining capitalisation ay shown
throughout. Sawe asHOLS3. Print as handout with all dides on one

page:
Slide No Style Text/Graphic

5 Picture (Import a clipawt picture of your choice)
Heading BEFORE YOU TRAVEL
Bullet Ensure your passport is valid for the period of travel
Bullet Take out adequate holiday travel insurance
gu::et Purchase currency or traveller's cheques

ullet

Cancel milk and newspaper deliveries
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DOCUMENT 4

Recall the presentation soved as HOLS3. Delete the slide
containing the organisation chaut. Enter the following text as
speaker’y notes, retaining capitalisation ay shown throughout.
Enswre the headings on the notey are emphasised with bold.
Sawe ay HOLS4 and print the speaker’y notes.

SLIDE 1

SLIDE 2

GOI/ING ON  HoridAY
Cace Pl planning  will
ensufe a pecfeck haliday,

Visik a \ecal Eravel

enk and talk ocver
ideas. Colleck brochules
&om A PPevenk ce> panies,
Compare What each one
has ko ofPec and hows
it ks youl budget.

AReTIVITY BREAKS

Before making a bocking
in this Ca\?agorj your
Litness neede to be
consideved, Have Jor
eves kakKen paft in
similat sports®

Thete s olse Ehe
uestion of efpu?Pme_ﬂt-

Can it pe hired before
leaving o¥ at éhe (Te'so(t?




SLIDE 3

SLIDE 4

LEISURE OND ToURING

Vocalions in these
Cateqofi€s maw Provide
Mmofe Eime to (elax. ‘Theﬁ
algo remove. Some of
the plessute when
planning youc holiday .

Cooking, painting and
\anquage (esidential
couises plovide a
pleasant wan ko leacn

new <Kills.,

BETORE TROVEL

YOouL
Collect L¢ moch
infocmation as pessible
on Hhe Yesort Yo alfe
obout & visit.

Alow plenty of Lime to
pack so that nok:hins
is lePt oukt.

Do not leave home
withoul cheking +het
wourt tickeks are
corvect.
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