THHGGA04B Prepare Business Documents

Assessment Task 1

Name of Candidate:

Date:

	Your finished Exam Copy must look EXACTLY like the Good Copy you have been given.

	
	Action
	Assessor Mark

	1
	Insert and correctly size the Logo of the Capalaba Soccer Club on to cover page as shown in the Good Copy. (Extra file needed CSC.JPG)
	

	2
	Insert the Bulldog Logo and the words “Marketing Plan 2003-2004 Capalaba Soccer Club “ into the Header as shown in the Good Copy. You must correctly position and size the Bulldog logo and the wording. (Extra file needed BULLDOG1.JPG)
	

	3
	Insert footers Name of Organisation, Page Number as shown in the Good Copy.
	

	4
	Move the Terms of Reference section so that it is before the Acknowledgement section.
	

	5
	Examine your “good copy” and find all incidences where there are major headings. In your “exam copy” (on screen), change the style of these headings to “Heading 1 Style”, and ensure that Heading 1 Style is same font, same indenting and same border as in your Good Copy. Major headings in both documents should be the same.
	

	6
	Your “Exam copy” is missing the table shown below. Draw/ insert this table into page 9 of the document as in “Good Copy” and format it exactly the same.

Aspect

Reason

Lighting

· Does not get turned on regularly at training 

Meals / Canteen

· Needs meals on Friday and Saturday nights

· Greater variety of food needed

Clubhouse

· Thought of as a gambling room

· Looks aged and uninviting

Pitches and fields

· Goal mouths need to be fixed

· The main and 2nd pitch are not as good as they should be


	

	7
	Make and then insert the Pie Chart that you will find on page 5 of your good copy. (You will need to download and use the PieChart.GIF)
	

	8
	Indent paragraphs in section “Surveys”  on page 5 to align with other paragraphs as in “Consultation” and “Observation”
	


	9
	Create and add missing component of diagram as shown on page 7 in your Good Copy. Ensure that the diagram does not collide with paragraphs i.e. there is some white space all around the diagram.  
	

	10
	In the table in the section “Price Differences” delete the last 4 rows “beginning with U16 Girls”
	

	11
	Under the heading of National Demographics on page 7 or 8 (depending on your document)  there six (6) paragraphs that have no spacing. Format these paragraphs so that the parapgraph spacing is 6 points after.
	

	12
	Insert a Table of Contents and format exactly as per Good Copy.
	

	13
	Put a page border around the cover page as shown  in your Good Copy.
	

	13
	Ensure each page in your Exam Copy starts and finishes with the same lines as in your Good Copy.
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