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REFERENCE SHEET

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

Design Brief

Instructions for Master Slide Style

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

‘Component

Input

Additior;a’"iffiii‘férmation

Background

One used consistently

throughout presentation —
software template or white
or colour may be use:

Ensure ieg|bil|ty af text

prmtout *

Company Name

Preston Home. Sitt

ont: Defautlt

Date

Designer's Name

Font: Default

Stide Numbering

Company Logo

Font: Default

Black and white or colour

Fdr}t Size Emphasis Atignment

Sans Serif 40~ 48 italic Centre
Bullet Sans Serif 2428 Default Left
Sub-bullet Sén’f 16-20 Defauit Left




DOCUMENT 1

Design a master slide from the instructions on the reference sheet. Using this master,
produce 4 slides from the information given below, retaining capitalisation as shown
throughout. Save the presentation as SITTER1. Print one slide per page in landscape
format and an outline view.

Slide Style Text/Graphic
Number
1 Heading | WHY USE A HOME SITTER? : i
Bublist Your home is less likely {o be targeted by burglars
Buflet Pets can stay in their own home
Butlet All our sitters are insured
Bullet You can specify your requirem:
2 Heading | WHY CHOOSE OQUR COM
Bullet Flexibie service givin
Bullet Extensive vei‘tmg and assessment progra
Bullet subli :
Builet
3 Heading
Builet
Buflet
Bullet
Builet

Slide 4

Marion Smythe
Chief Executive

i
! i |

Mary MacDonald
Regional Manager
North of England

Philip Summers
Regional Manager
West of England

Suzie Webster
Regional Manager
South of England

Rajinder Patel
Regional Manager
East of England

156 Staff

218 Staff

243 Staff
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DOCUMENT 2

Recall the presentation saved as SITTER1 in Document 1. Change the bullet symbol style
on the master slide and 3mend the slides as shown below. Save as SITTER2. Print all slides
as audience handouts (3 slides per page). Also print the amended slide 3 on one full page.

Slide Number Current Text Amendment

1 All our sitters are Add. and fully ve_ttetf.-z“g: .‘
insured _ '

2 giving you Replace with:  meeting you
choices '
Comprehensive Add: insurance
public liability

3 Strict muiti-stage Add sub-butl :
vetting of Court

dd sub-buliet
amployees -3 judgement offices
Two references from

professionais

Repiace with Emma Hares




DOCUMENT 3

Recall the presentation saved 3s SITTER2. Create 2 further slides from the information
given below, retaining apitalisation as shown throughout. The bar/column chart should

| display the fegend and axes 3bels. Save 3s SITTER3. Print only slides 5 and 6 together on
one page. When printing, ensure the bars/columns are clearly distinguishable in the chart.

Slide Style Text/Graphic

Number
5 Heading BUSINESS GROWTH

Bar/Column | (Refer to table below for data)
Chart

6 Picture

Heading
Bullet
Bullet
Bullet
Bullet

Data for Bar/Column:

Year | Sittings |

2004 | 12,250
2006 | 29,426
2007 | 51,497 |

2008 | 96,814
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DOCUMENT 4

Recall the presentation saved as SITTER3. Delete the slide containing the bar/column

chart. Enter the following text as speaker’s notes, retaining apitalisytion as shown
throughout. Ensure the headings on the notes are emphasised with bold. Please check the
speiling of the circled words.

SLIDE 1

WHY UsE A HoMe SITTER?

The grealest worries peop?e have
wﬁea the afe away from home

sec,ur of thecr homes and
the well-being of their pels.

'ri.ie. ourse?»f;es ort ouf
N oa.ch to meeb.ng
the nzais QC our clients.

hp. burg&:ies afe [comif
when, afe auiay from
home. mwg think & ﬁaﬁr:sm
H'tereforeJ main




SLIDE 3

SLIDE 4

VETTING PROCEDURE

Our r‘e,Pwto.fww e vibel B us.
Securiky is lso o high priofily.

Cafefu.@, 52?&&9& of ol ous
staff helps us b achieve (otal
securily. We check all
references very thoroughly.

lengthy inferviews afe “then
hadd. AU stoff must be

repared b
Chiels
Applicants whose bﬁ.&&_g?

or ciscumstances do riok
* our GEundards) e ek
appointed .

wde{go PU'ELL‘.& r DU

CoMPANN STRUCTURE

We have achieved o high fevel

of booﬁi.ngs over .::”"%i?-:“f:a.sl: (Q

months. ~It has been necessafy,

therefote, b .af point a new

Tregional manager, % for, o

faicly small n
have:

{ ot

feed. b be recruiled
tinues b grow
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SLIDE 5

O0THER DUTIES UNDERTAKEN

We wish b that your
home is En, condition.
whan fetusn frorn. Lou

botlidi)

I you have domeslic
QL\fegstooQ. or ﬂ?rses, we can

ensufe that these are cared
Jor.

Our staff wi
hou.seugfrﬁ

Change the order of the
slides so that slide 1 becomes
stide 2. Save this document
as SITTER4. Print the
spegker’s notes.






