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Presenting and Communicating Information – Business Solutions
Task 1

Inverness Royals Football Club
Design a poster for the next home match. The match is to be played next Saturday.

· Create the poster shown below.

· All text should be centred.

· Add a graphic to enhance the poster.

· Save the document as MATCH own initials.
· Print one copy of MATCH own initials.
British Cup First Round 

Saturday (insert date)

Highland Stadium

Kick-off 3.00 pm

Inverness Royals

v

Manchester Town

Season tickets are not valid for this match
Stand £12 – Concession £6

Terrace £8 – Concession £4

Usual pre-match attractions:

Sammy Salmon

Hamish Haggis

Penalty Kick Competition

Lucky Magazine Raffle

Moray Pipe Band

Task 1.1

· Use the search and replace facility and replace the word concession with reduction throughout.

· Ask your teacher to check that you have completed this task.

Task 1.2

The club is looking for a new sportswear supplier.

· Use the internet to access one of the websites listed below.

· Select a paragraph from this site and save it into a Word document, calling it SPORTSWEAR SUPPLIER own initials.
· Ask your teacher to check that you have completed this task.

www.adidas.com
www.nike.com
www.umbro.co.uk
www.puma.com
Task 1.3
The club is interested in signing a player from Edinburgh Thistle. Send the following e-mail to (your teacher), Manager of Edinburgh Thistle.

· Access your e-mail facility and address the e-mail to (your teacher).

· Key in the message given below:

· Attach the file SPORTSWEAR SUPPLIER own initials.
· Send the e-mail.

· Print evidence to confirm that the e-mail and attachment have been sent.

Manager of Edinburgh Thistle

Dave Blair appears to have dropped out of your regular team. Would you be interested in a transfer? We could discuss it on Thursday at the BFA Conference in Stirling. Good luck against Perth tonight.

We are also looking for a new sportswear supplier. I would like you to look at the attached internet printout and you can let me know what you think when we meet on Thursday.

Task 1.4

The club faces a trip to Southampton next Friday for a match. Prepare an itinerary for the outward journey.

· Key in the itinerary below.

· Save the document as SOUTHAMPTON own initials.
ITINERARY

SOUTHAMPTON SAINTS v INVERNESS ROYALS

Friday (insert date for next Friday)

1000 hours
Meet outside ground in full club travel outfit

1030 hours
Leave home ground by bus

1330 hours
Lunch at Regal Hotel, Bridge of Allan

1430 hours
Board coach to complete journey to airport

1600 hours
Arrive Glasgow Airport

1615 hours
Check in for flight BVA 434 to Southampton

1730 hours
Flight BVA 434 departs Glasgow

1900 hours
Flight BVA 434 arrives Southampton

1930 hours
Transfer to Cameron Hotel by bus

Task 1.5

· Use the search and replace facility and replace the word bus with coach throughout.

· Print one copy of SOUTHAMPTON own initials.

TASK 2

Ponderosa Pets
Create a notice advertising the services offered by Ponderosa Pets.

· Create the notice shown below.

· All text should be centred.

· Add a graphic to enhance the notice.

· Save the document as NOTICE own initials.
· Print one copy of NOTICE own initials.

Ponderosa Pets

Stronach Farm

Denholm Road

Hawick

For all your animal accessories:

Food

Straw

Hay

Sawdust

Cages

Toys

Holiday your animal with us – it’ll have fun when you’re in the sun!

Pets for sale:

Mice

Guinea Pigs

Hamsters

Gerbils

Rabbits

Rats

Telephone: 01450 552234

Task 2.1

· Use the search and replace facility and replace the word animal with pet throughout.

· Ask your teacher to check that you have completed this task.

Task 2.2
You use the internet frequently to find out information/keep up-to-date with events.

· Use the internet to access one of the websites listed below.

· Select a paragraph from this site and save it into a Word document, calling it PET HELP own initials.
· Ask your teacher to check that you have completed this task.

www.rspca.org.uk
www.rspb.org.uk
www.pdsa.org.uk
Task 2.3
You have entered some of your guinea pigs into a competition in Edinburgh. You want to contact a friend to find out if he is going and if he wants to share transport.

· Access your e-mail facility and address the e-mail to (your teacher).

· Key in the message given below. You must decide on an appropriate subject for the-mail.

· Attach the file NOTICE own initials.
· Send the e-mail.

· Print evidence to confirm that the e-mail and attachment have been sent.

Andrew

I’m taking a few guinea pigs up to the show in Edinburgh next Saturday. Are you going? If you are, could we share transport?

If you could let me know by Monday I’d be grateful.

I have also attached my new advertising leaflet and would like you to look at it before then. You could tell me what you think when I see you.

Task 2.4

Over the past few years there have been very few accidents at Ponderosa Pets and it is intended to keep it that way. To help to do that an offer has been accepted from the local council who have the services of a Health and Safety Officer. They are holding information meetings at the Rothes Halls over the next few weeks and we are invited to send someone along. 

You will be living in Edinburgh that week and will travel to the venue by train to Kirkcaldy and onward from there.

· Key in the itinerary which has been started below.

· Read the information which follows and complete the itinerary.

ITINERARY FOR (Put in your name here)

PROMOTING GOOD HEALTH IN ANIMALS

Thursday (insert date for next Thursday)

0800 hours
Travel by train from Edinburgh, Waverley

0845 hours
Arrive at Kirkcaldy

You will be met at Kirkcaldy by Mrs Munchkin, your supervisor who will drive you to the Rothes Halls on her way to Dundee.

The meeting begins at 0930 hours and finishes at 1600 hours.

There will be a break for lunch from 1300 hours – 1400 hours.

At the end of the meeting you will be collected, again by Mrs Munchkin, and returned to Kirkcaldy station where you will catch the 1530 hours train to Edinburgh, Waverley which will arrive at 1610 hours.

Task 3

Bathgate Bairns
Create a notice to advertise the forthcoming Easter Bunny Hunt

· Create the notice shown below.

· All text should be centred.

· Add a graphic to enhance the notice.

· Save the document as HUNT own initials.
· Print one copy of HUNT own initials.

Bathgate Bairns

Presents

200 – Easter Rabbit Hunt

in 

Halfacre Country Park

Starting at 2.30 pm

on 

Sunday 11 April 200-

Lots of prizes for the children including

Toys

Sweets

Easter Eggs

Easter Rabbit for each participant

Task 3.1

· Use the search and replace facility and replace the word Rabbit with Bunny throughout.

· Ask your teacher to check that you have completed this task.

Task 3.2

It has been decided to buy a rabbit for the children in the nursery. 

· You have been asked to use the internet and to search using Google to find a picture of a lop eared rabbit. 

· Copy this picture into a Word document, calling it LOP EARED RABBIT own initials.
· Ask your teacher to check that you have completed this task.

Task 3.3

You wish to borrow a piece of equipment from another nursery.

· Access your e-mail facility.

· Key in the message below. You must decide on an appropriate subject for the e-mail.

· Attach the file LOP EARED RABBIT own initials.

· Send the e-mail.

· Print evidence to confirm that the e-mail and attachment have been sent.

Francesco

Could we borrow the big trampoline next Thursday and Friday? We can arrange transport for it at times to suit you. In exchange we will invite your children to visit our lop eared rabbit.

Please let me know if this is OK as soon as possible.

Thanks a lot.

Task 3.4
Bathgate Bairns uses an electronic diary to make sure that appointments are not double booked and so that everyone knows the best time to arrange a meeting.

· Access your electronic diary.

· Find the diary page for next Wednesday.

· Enter the appointment below.

· Print one copy of this page.

1000 hours – 1100 hours Meeting with parents of twins – Rebecca and Nathan Smart.

Task 3.5
· Access your electronic diary.

· Find the diary page for next Thursday.

· Enter the appointment below.

· Ask your teacher to check that you have completed this task.

Meeting with the Inspectors for Nurseries – Mr Chapman and Ms Richardson which will start at 1400 hours and is expected to last for 2 hours.

Task 3.6

· Access your electronic diary.

· Find the diary page for next Friday.

· Enter the appointment below.

· Ask your teacher to check that you have completed this task.

Ten children are coming from Francesco’s nursery to visit the lop eared rabbit. It is expected that they will arrive at 0930 hours and stay for just one hour.

Task 3.7

· Access your electronic diary.

· Find the diary page for the first Saturday in December.

· Enter the appointments below.

· Ask your teacher to check that you have completed this task.

–
There will be a Christmas party on that day and we have decided to book Tommy Tomato’s Magic Show. We will need him from 1200 hours and we would like him to stay for 1½ hours. 

–
So that the staff can spend as much time with the children as possible it has been decided to use an outside caterer to prepare the food and drinks for the children. The caterers, Jamie Oliver and Nora’s Happy Little People, will arrive at 1000 hours to set up their tables and set out the food.

–
Santa will arrive at 1130 hours to organise the parcels and get into his outfit.

Task 3.8

It has been decided to take the children to Euro Disney, Paris. One parent will accompany each child and it has been suggested that, in order to make sure that the children are all in the same situation, the amount of money for spending will be restricted. Each parent will be notified to take £50 for their child.

· You have been asked to use the internet and, using a currency converter, find out how many Euros there are in £50.

· Copy this information into a Word document, calling it CURRENCY CONVERTOR own initials.
· Print one copy of this page.

Sites for you to try:

www.xe.com/ucc
www.x-rates.com/calculator.html
http://money.cnn.com/markets/currencies
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