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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

PV T TN res

Seiect a pre-set design temp

late from your software program. The layout of th

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 presentation -
software template should be
used

Ensure legibility of text
against background on
printout. Printouts may be
in black and white or colour

Date

Today’s date

Font: Defauit

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 instructions on the reference sheet. Using this
master, produce 3 slides from the information given below, retaining capitalisation
as shown throughout. Save the presentation as MUSIC1. Print one slide per page
in landscape format.

Slide No | Style Text/Graphic

1 Heading MUSIC SHOP
Bullet New instruments offered at special prices
Bullet Used items sold at greatly reduced rates
Bullet Sheet music available on request

2 Heading STAFFING STRUCTURE
Insert (Insert organisation chart here ~ see below for content

of chart to be created)

3 Heading OTHER SERVICES
Bullet Delivery of new product and collection of any old items
Bullet Storage at a small cost for each item
Bullet Opening days and times of all branch shops

Organisation Chart for Slide 2

Lioyd Manship
Director and General Manager

Julie Bond
Organ specialist

Rebecca Jones Erik Svensson
Permanent sales assistant Temporary sales assistant
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DOCUMENT 2

Recall the presentation saved as MUSIC1 in Document 1. Amend the slides and create
a further slide as shown below. Save 3s MUSIC2. Print an outline view.

Slide No | Current Text Amendment
1 Used items sold at demote bullet
greatly reduced rates
2 Add a subordinate ievel | Add: Javid igbai
to Lloyd Manship Temporary sales assistant
4 Heading SPECIAL OFFERS
Bullet Book a block of private lessons at a reduced rate
Bullet Servicing of any musical items

Bullet Discounts on all instrument covers




DOCUMENT 3

(&2}

Recall the presentation saved as MUSIC2. Create a further slide from the
information given below, retaining capitalisation as shown throughout. Save as

MUSIC3. Print as handout with all slides on one page.

Slide No Style Text/Graphic

5 Picture (Import 3 clipart picture of your choice)
Heading LESSONS FOR ALL
Bullet Maximum of 3 people per class
Bullet Guitar classes for advanced levels only
Bullet Individual lessons for beginners on the guitar
Bullet Drums for all levels
Bullet Intermediate lessons on all instruments
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DOCUMENT 4

Recall the presentation saved as MUSIC3. Delete the slide containing the
organisation chart. Enter the following text as speaker’s notes, retaining
capitalisation as shown throughout. Ensure the headings on the notes are
emphasised with bold. Save as MUSIC4 and print the speaker’s notes.

SLIDE 1

SLIDE 2

MusStC SHOP

We now have many ikews

in most of our branches
which are offered ak

of wsed ins%‘rumeﬁ’; 'S

VQPH \ivn"\\‘eé.

Sheet music has To be
ordefed i advance and

may Hake +wo 1o three
weeks to arcrive.

feduced prices. The gtock

OTHER SERVNICES

A warehouse has
re(_evxk\j been Pura\naeea\
Lor ctoragqe of

She
\ar‘ﬁer useo\ \‘\'&V\AS.

There is foom +oc
mewmbers of the public
Yo otote Their own
{ng}'f‘umevr\'s. A S‘M“-L\
C\ncu‘go_. s made

C&.epe_ndmﬁ on the size.




SLIDE 3

SLIDE 4

SPEC\BL OFFERS

We hava PQOP\Q WL\D can

Service any type ot
mucical ingtrument,
(¢ 4‘\'2& Gle. QX‘{T‘O‘MQ‘\

competitive. clients do

i
no'k' have to wait mote
than geven a{ajs,

Our

Acc_eSSaries afe on
d\g?\an m all of our
S\na{)g.‘

LESSONS FoR AL

PlC\Y\S Gfe 1N “+he F'{ Pe,h;/\&
+o stact ceurses o
inoduce music To young
chil&mn.'ﬂnese courses

include S'Mj\nj as Well as

?\; a‘.‘j‘mﬂ N ms‘\‘c* um@_n’h

Local scheosls are
bein +a(‘3@:\"eo\ over the

next” Few months.
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