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REFERENCE SHEET

Follow the design brief eg styles and layout within the ranges shown.

Design Brief

Instructions for Master Slide Style

The layout of the master slide text and graphics is not pre-defined but must be consistent
across the siide show.

Component Input Additional Information

Background One used consistently throughout Ensure iegib'ility of text
presentation — software template or | against background on
white or colour may be used printout

Company Name Staff Walking Club Font: Default

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

Text Styles

Style Font Size Emphasis Alignment

Heading Sans Serif 36 -48 Italic Right

Bullet Sans Serif 26 - 28 Default Left

Sub-buliet Serif 16 - 20 Default Left




DOCUMENT 1

Design ov master slide from the ingtructions onthe reference sheet. Using
this master, produce 4 slides from the information given below, retaining
capitalisation as shown thwoughout. Sawve the presentotion as WALKSI.
Print one slide per page in landscape format and o outline view.

Slide Number | Style Text/Graphic
' 1 Heading | INTRODUCTION
' Buliet The Staff Walking Club was established in 2008
Bullet Membership is now in excess of 425 employees
Bullet The Council offices are within easy reach of coastal and hill
walks
Bullet Our main aim Ais to keep open the ancient footpath network
2 Heading JOIN OUR CLUB
Builet Make new friends through our programme of walks and social
activities
Bullet Walking is known to improve fitness and will help to create a
healthier lifestyle
Bullet Club merchandise is available from the Secretary
3 Heading CLUB COMMITTEE
Insert (Insert chout showing organisation structure
here - see below for contemtofchmtto—b@
created)
4 Heading WALKS PROGRAMME
Bullet The club offers walks every Sunday throughout the year
Bullet Distances and grades of walks are varied to suit members’
requirements
Bullet Footpath clearance work is undertaken by club members
during the summer months

Chart showing organisation structure for Siide 3

Chairman

Treasurer

Secretary

Membership
Secretary

Social
Secretary

Publicity
Secretary

Programme
Secretary
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DOCUMENT 2

Recall the presentatiow soved oy WALKSL in Docuwment 1. Change the
bullet symbol style on the master slide and amend the slides as shown
below. Save as WALKS2. Print all slides as audience handouty (3 slides
per page). Also-print the aumended slide 3 on one full page:

Slide Current Text Amendment
Number
1 Membership is now in excess | Add: and new members are welcome
of 425 employees
2 Club merchandise is available | Add sub-bullet: Badges for rucksacks
from the Secretary Add sub-bullet: Polo shirts and jumpers
Add sub-bullet: Key fobs and pens
Publicity Secretary Replace with: Rights of Way Officer
Add a co-worker level to Add: Vice Chairman
Chairman ’




DOCUMENT 3

Recall the presentation saved ay WALKS2. Create 2 further slides from
the informatiov giverw below, retaining capitulisation as shown

labels. Save as WALKS3. Print only slides 5 and 6 together on one page.
When printing ensure the bowrs/coluumng are clearly distinguishable in

the chout.
Slide Number Style Text/Graphic
5 Heading AVERAGE ATTENDANCES
Bar/Column (Refer to-table below for data)
Chart
6 Picture (Import a clibart pictuve of your choice)
Heading SOCIAL ACTIVITIES
Bullet New Year dinner and dance
Bullet Quiz nights and skittle evenings
Bullet Summer barbecue and barn dance
Bullet Weekend walking breaks and overseas holidays

Data for Bar/Column Chart

WALKS NUMBERS
Short day 40
Half day 30
Full day 24
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DOCUMENT 4

Recall the presentation soved oy WALKS3. Delete the slide containing the
bowr/colunmu chouwt. Enter the following text as speaker’s notes, retoining
capitalisation ay showw throughout. Evsurethe headings owthe notes are
emphasised with bold: Please check the spelling of the circled words.

SLIDE 1

SLIDE 2

INTRODUCTION

We afe delighted Yo
Yepork the continuing

ofF ouc eluks,

Thawks pmust be extended
Fo oux founder
Poc their eathusiasm and

members
continued gu..vpo((: .

The cowmmitbee (wocks
hacd in promoting the
club, which is cellected
N Oouwl inefeoced
membership.

Qux website is fow be(ng

Plepaled. This will display
ous Wealks and socel
events fo¢ each season.

JoIN OUuR LU

Wa,{k\‘ns 'S an easy ey Eo
take exedcise and does nekt

fequife expersive ec;“;Pemen.

Walk‘ms boats o jackel
and vueksack avre the
basic (eq/ul(emen’rs.

Locel Su..ﬂ)\'\e.rs ofFer

'OUScct.q\f:s on baobts awnd

e\lakth) ng te wembers.

Subsceiphion fees ace Kkespt as

low as , Fetnds

oxe s&renge—hen&i by Sales
of wetchandise., Each

item corvies Ehe cluk's

noame oand leogo.




SLIDE 3 SLIDE 4

CLUB COMMITTEE WHALKS  PROCRAMME

The committee wmeets on | Due to the support of oux

a (egula( basis to members we afe okle Yo
the proacess of the <luwb, |offer a full progcamme

of wolkse The leaders

[t has been decided thot |have undeytoken Eraining
commitbee memhers wmust [in mnop and compass pootk.
be re~elected each year They also attended Lirsk

at Ehe Panual General aid Evaining  coufses.

|Meeting . They mon held |
ofPice Lov neo longed bthan [The club sopperts activities

2 yeoss. This wl\\ con by othev Groups in Ehe

that there s  a re Gulat fegion. This yeor We
enkeved o team fov the

avea ano Lele

placed second.

““P‘*LT of new \deas.
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SLIDE &

Soc\aLl ACT\WWTIES Change the ordesr of the
slides so-that slide 3

W@—' Social becomes slide 4. Soave this

S = docuwment as WALKS4.
(.x.cE\V\(:lGS afe an Print the speaker’s notes.
tmpo(tcu\l: Pack o? o

Q(o%m.vhme.. They provide the
oppo(‘tuqﬁ ty For members
bo gek to Koow each
other in a relaxed
okbmosphere.

Mambecs’ portaers woho
do not walk with the
JGeoupP are invited Lo atktend
Social €events,

Weekends awory clse
provide social oppoftunities.
We have visikted klc&njo\\?_n,
the Cotswolas and Lthe

Elan Va,l\e,:y




