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You must use a presentation software package to complete this examination.
Complete all documents.
You must print all of your own work. Printing may be carried out after the examination time.

Assemble your completed work in the order in which it is presented in this paper and cross through any work
which you do not wish to be marked.

Ensure that your Name and Centre Number are keyed in on the master slide as instructed on the Reference
Sheet so that they will appear on every page. ’

You may be required to locate additional text from a reference sheet to incorporate into your presentations.
Credit

Successful achievement of the live assessment for this unit will award you with 5 credits.
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Tests taken after 8 May 2009 using this question paper will not be accepted. Candidates should sit this paper
only once.
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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 presentation -
software template or white
or colour may be used

Ensure legibility of text
against background on
printout

Company Name

Progress Insurance Group

Font: Default

Date

Today’s date

Font: Defauilt

Designer's Name

insert your name and centre
number

Font: Default

Slide Numbering

Insert slide numbers

Font: Defauit

Company Logo Suitabie graphic from clipart | Black and white or colour
Text Styles

Style Font Size Emphasis Alignment
Heading Sans Serif 40 - 50 Bold Left

Bullet Sans Serif 26 - 30 Default Left
Sub-bullet Serif 20-24 Default 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 INSURE1. Print one slide per page
in landscape format and an outline view.

Slide No | Style Text/Graphic
1 Heading TYPES OF INSURANCE
Bullet Vehicle for private motorists
Bullet Group insurance for companies
Bullet Buildings and household contents
Bullet Personal and accidental
Bullet Public liability
Bullet Holiday for short or long stays in the UK and overseas
2 Heading STAFF
Insert (Insert organisgtion chart hete - see below for content
of chart to be created)
3 Heading PAYMENT METHODS
Bullet Usually by direct debit
Bullet Cash in person at the office
Bullet Cheque by post or in person
Bullet Credit card which incurs an additional charge
4 Heading EXTRA INSURANCE
Bullet Adding people to your vehicle policy
Bullet Personal items over £500
Bullet Cash exceeding £300
Bullet Sports clothing and equipment at home and abroad
Bullet Portable items such as DVD players

Organisation Chart for Slide 2

Joanne Bell
Manag@_ﬁ Director

|

l i |

Vehicle Section Household Section Personal Section Buildings Section
Derek Brown Adam Stramkowski Judith Kerr Paul Davis
Miriam Walker Susan Primrose Henry O’Neill Anna Khan

| 6 part time staff |
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DOCUMENT 2

Recall the presentation saved as INSURE1 in Document 1. Change the bullet
symbol style on the master slide and amend the slides as shown below. Save as
INSURE2. Print all slides as audience handouts (3 slides per page). Also print the

amended slide 2 on one full page.

Slide No | Current Text

Amendment

2 . Joanne Bell
Managing Director

Replace with: Clive Stevens
General Manager

2 Add a subordinate level to Clive Add: Holiday Section
Stevens General Manager Wendy Fischer
7 Barry Williams
4 Personal items over £500 Add sub-bullet: Games consoles
Add sub-bullet: ltems of jewellery
Add sub-bullet: Laptop computers
and mobile phones
4 Personal items over £500 Add: must be listed




DOCUMENT 3

Recall the presentation saved as INSURE2. Create 2 further slides from the
information given below, retaining capitalisation as shown throughout. The pie
chart should display the legend and % labels. Save as INSURE3. Print only slides 5
and 6 together on one page. When printing ensure the sectors are clearly
distinquishable in the chart.

Slide No Style Text/Graphic
5 Heading POLICY
Pie Chart (Refer to table below for data)
6 Picture (Import 3 clipart picture of your choice)
Heading ADDITIONAL SUPPORT
Bullet Free legal cover
Bullet Subsidence claims
Bullet Holiday help and advice to avoid theft
Bullet Leaflets available to record personal belongings
Data for Pie Chart
Insurance Policies
Household 168,970
Vehicle 247,324
Buildings 179,850
Public Liability 95,421
Holiday 232,876
Personal 100,723
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DOCUMENT 4

Recall the presentation saved as INSURE3. Delete the slide containing the pie
chart. Enter the following text as speaker’s notes, retaining capitalisation as shown
throughout. Ensure the headings on the notes are emphasised with bold. Please

check the spelling of the circled words.

SLIDE 1

SLIDE 2

TYPES OF INGURANCE

There are many diffarent
moKes and madels of cars en
the mackel. Dependi nq en the
size of the engine avd
whether the vehicle is a
foreign ene, costs will vary-
Buuotations ace given for all
-\\_.)pes of insurance. We will
ensufe uow have Yhe best
Ahat uew can afford. We.
deal with small and \a_cse,
businesses as well as
individuals.

Our skaff will help in ,
Se_\e.:.'hnﬁ +he Fo\'xaﬂ

| e swit yeur needs.

STAFF

\rJe \\a\\le, f‘ec.ev\'\’\j kaa\ a nhew
Chief Executive Officer who
\\0.5 come -FroM a S\b\m.\

oraan 15ation. He wants 15
bim prove and eipana\ the
qreup. Plans are bein 9\4‘\" :
‘t‘oaafﬂner *to \nereale oul
{:us'mess but o keep cosls as
1bw as -.-ossa\o\e Al staff
will \ma\c?-o re.su.la.r

+raint ng:




SLIDE 3

SLIDE 4

PAVMENT METHODS

\lou can Yhe £ull amount
ol the skart of Yhe term.
The cost can be divided
Yo two equa payments. The
Lirdl musd C]'be, g:{j a
immedialely and the second
six months ldfer: Alfernatively

ou can pay 19 morﬂ‘\n\ﬁ
o i

Cosks extra.

EXTRA TINSURANCE

Avuj extra cover fequired
will incuc an m

administrative cha.oﬁe..

Tt is advisable +o ensure You

listall ef‘ﬁoﬂai ‘Tems ever
£500 which may be taken
mwag-ﬁ-ram Yous ?“aw{iS?S. v

1% a 3&&5 idea Yo take
prtogrephs of G WAET

ifems of :\ewe\\er:j,

Spocts s\wu\A be
insured. o can alse 32.1"
oursel & cevelred ’F‘D‘f‘

accidents sudiained Aur'mj
(jpu.r s?of'\"\r\j a.d'iv‘ﬂ’;es.
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SLIDE &

ATOITIONAL SUPRPORT

Mfmn c\ients need help
with \ega\ cests. For a
Small e.)d'm Pajme,nfan
Bo‘u.r P"“'"B we Prov'\Ae Lal)

leﬁa\ cover,

ub\ia\ags can be SPDHH‘ v
ou afe taken ill and ate
not insured.

T+ e \mpor’tan'\' +o take oub
\whda,j cover esPecﬁm\Lj W

30\4 are +ravelling abread.

We can P{‘uvic\ejan

cover i You +ake several
breaks a 52&{:

Change the order of the slides so
that slide 3 becomes slide 5. Save
| this document as INSURE4. Print

the speaker’s notes.
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