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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 slide show.

Component Input Additional Information

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

Company Name Wye Valley Arboretum Font: Defauit

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 40 - 54 italic Right

Bullet Sans Serif 20-28 Default Left

Sub-bullet Serif 16 - 18 Default Left




DOCUMENT 1

Design o master slide from the instructiony on the reference sheet. Using
this mauter, produce 4 slides from the information given below, retaining
capitalisation ay shown throughout. Savethe presentation ay WYEL. Print
one slide per page inv landscape format and o outline view.

Slide Number Style Text/Graphic
1 Heading BACKGROUND NOTES
Bullet Development of the site began in 1865 in the grounds of Wye
Valley Estate
Bullet The layout was greatly influenced by landscape gardeners of
the period
Bullet Specimen trees and plants have been continually added to the
collection
Bullet Opened to'the public as an arboretum in 1980 with financial
: help from private investors
2 Heading SPECIAL EVENTS
Bullet Spring walk in Bluebell Wood
Bullet Easter egg hunt and barbecue
Bullet Woodworking demonstrations by local craftsmen
Bullet Autumn walk through Acer Grove
Builet Family fun day with bonfire and fireworks
3 Heading THE ORGANISATION
Insert (Insert organisalion chaut here - see below for
content of chauwt to-be created)
4 Heading OTHER FACILITIES
Bullet Wheelchair hire for disabled visitors
Bullet Library and video room
Bullet Lecture hall
Bullet Restaurant and rest room
Bullet Gift shop and plant centre

Organisation Chart for Slide 3

Board of Trustees

Arboretum Administration
Manager Co-ordinator
[ I ]
Forestry Propagation Research Event
personnel unit team programmers
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DOCUMENT 2

Recall the presentution saved ay WYE1 inDocument 1. Change the bullet
symbol style on the master slide and amend the slides ay shown below.
Save ay WYE2. Print all slides ay audience handouty (3 slides per page).
Also-print the amended, slide 3 on one full page:

Slide Current Text Amendment
Number
2 Woodworking demonstrations | Add sub-bullet: Using tools safely
by local craftsmen Add sub-bullet: Animal carvings and totem poles
Add sub-bullet: Garden furniture
Research team Replace with: Plant and arboreal specialists
Add a subordinate level to Add: Press and TV liaison
Administration Co-ordinator
4 Lecture hall

Add: available for hire by associations




DOCUMENT 3

Recall the presentation saved ay WYE2. Create 2 further slidey from the
information given below, retaining capitalisation ay showw throughout.
The baw/columw chaut shouwld display the legend and axes labely. Save
ay WYE3. Print only dides 5 and 6 together on one page: wmpruvwmg/
ensyure the bars/columns are clearly distinguishable in the chaut,

Slide Number Style Text/Graphic

5 Heading GUIDED WALKS PROGRAMME
Bar/Column (Refer to-table below for daia)
Chart

6 Picture (Import a clipart picture of your choice)
Heading CHRISTMAS HIGHLIGHTS
Bullet Lantern lit walks through the arboretum
Bullet Santa’s grotto with presents for the children
Bullet Carol singing, mince pies and mulled wine

Data for Bar/Column Chart

PERIOD MILES
Spring 5
Summer 8
Autumn 10
Christmas 3
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DOCUMENT 4

capitulisalion ay showw throughout.

Recall the presentation soved asy WYE3. Delete the slide containing the
bawr/column chart. Enter the following text as speaker’s notes; retaining

Ensure the L onthe notes are

emphasised with bold. Please check the spelling of the circled words:

SLIDE 1

SLIDE 2

BACKGRouND NDTES
The EstaYe was on’gtnc\\lj
the home of the Remingway
'Pamtlj [k is bhanks to
Fhew vision foc +he
Putute of the landscape.
that the plants and Frees
we see here f“oda.g qive
us so much pleasure.

Plant collectors were
(Commisioned ) to kravel
overseas Fo find new
species of Irees and
plants. These wefe broughh
Dack Yo Eﬂa\@.ﬂd ana mq“‘j

can be seea axound the
a(boleFum.

SPECIAL EVENTS

A visit ko the arcboretum
al any Fime of the year
can be vely (‘e.w«fd{ng-\ﬂ/m\ks
hove been developed to

highlight parkicidar

Pericds. These ace clearly
wayma ! ked and easy o
Pollow.

Lonje,( 3u\'a(e.d walks <an
be a.fro.r\sed on f‘e,q,ues(’.

Special gyvents ace held
&:cou%\muk Fhe Year.




SLIDE 3 SLIDE 4
THE OR GRANISATION OTHER FPRCILITIES
With over boo acres of We advise who
trees and plants to be reguife wheelchaivs +o
fended, fhe Po(csl'rg skaff book these in advance by
afe always busy. Their calling us on Olbbb LRI,
expertise emnsures the
qrounads afe kepk in Local qacrden societies
Pec(lecl’ condition. and Plower cAuks wse

ouc lecture ball Por their
The administrative team |annoual vegetable and

is w fo¢ the | Pocal shows.

events praqramme. |is
fask alse includes Reccess A’om Hhe M

producing the mokofway is well signposted,

and ‘nfocmative mops Theve s P\e,x\\’:\ of cacr and

for each season's walks. coach Pn(kn’ns available.
Pienic afeas T qre alse
plovided.
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SLIDE 5

CHRISTMAS RIGURGHTS

ﬁroughou.l' Fhe Pe(;‘oc\
1ea.d‘m«3 wp to Chriskmas
a secies of events are

orqanised foc the whele
Pamily. We begin ‘n early
Decewbec with (Gluminaled)
walks in the evening, Ths is
pb\\om/eén b-:) o Cheistmas tee
decofating competihion for
childfen aond adulls.

Santa Claus afrives in a

dcawn sleigh in

md December, He wil

then be in his gmH'o 4o
3(eet Fhe childven each
daﬁ uabil christmas Eve.

Change the order of the
slides so-that slide 3
becomes slide 2. Save thiy
document ay WYE4. Print
the speaker’s notes:
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