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Skill Area 4 - Lay out and present information

4.3  Develop the presentation to suit the purpose and types of information

Candidates need to be able to identify how information should be organised in a presentation so that it meets the purpose. They should be aware of a variety of examples of standard documents, including formal letters, agendas and minutes for meetings, publicity flyers, advertisements for jobs, goods or services, reports, newsletters, invitations to events, tables of results for sports activities, forms to collect information, mail order forms, invoices and statements.

Questions may, for example, require candidates to:
a. identify main features of the information in examples of standard documents;
b. identify ways to improve the organisation of information in examples of standard documents;
c. identify suitable formats to present or summarise given information (including tables, bulleted lists, numbered lists, pie or bar charts);
d. identify the purpose of a given presentation (including to communicate personally, to attract attention, to explain something, to summarise information, to collect information);
e. identify situations where a form could be used (including ordering goods, applying for membership, undertaking a survey, describing a house property).
Format of Skill Area 4.3

Skill Area 4.1 gave ideas of a variety of documents, what they must or may have and what type of formatting they require.

Skill Area 4.2 gave examples of formatting errors and how to achieve consistency.

Skill Area 4.3 will give examples of documents for students to look at and identify how improvements can be made.  Suggested formatting will be shown after the un-formatted document.

Recap on formatting in general

Most documents follow a similar format:

· Consistency is the key to well-presented work whether headings or font types are involved.  

· Font size 8 is the smallest printers use as below this, it could be classified as ‘small print’ on contracts, insurance policies, etc.  However, candidates should be encouraged to stick to the 10-14 font size for the body of any work.

· Numbers may be better displayed as a table, spreadsheet or database

· Numbers may be easier to read if in chart or graph form

In the following examples and exercises, please bear this in mind.

Example 1

Document before development - MEMORANDUM

Memo to Sean Dobbyn in the accounts department

Below is a list of the people who have bought a mobile phone today.  Please add these to the list of those who will receive a free pen from our special offer.

Supplier Name, First Name,  Last Name, Phone Number, Price, Text messaging

727, Sarah, Jones, (061) 7452 7733, £149.99, Yes

Speake-Easy, Bharat, Patel, (077) 6397 2222, £149.99, No

Speake-Easy, Bharat, Patel, (077) 6397 2222, £129.99, No

Connect, Sew, Wong, (014) 9758 9876, £129.99, No

Speake-Easy, Bharat, Patel, (077) 6397 2222, £119.99, Yes

Connect, Sew, Wong, (014) 9758 9876, £109.99, No

Thanks

Suggested improvements to Example 1

1. Suitable paper.
2. To, from, date and subject added.
3. Data displayed in a table or database.
4. Suitable subject heading.
Improved Example 1

M E M O R A N D U M

To:

Sean Dobbyn

From:

Michael Peters

Date:

14 January 2004

Subject:
Free pen offer

Below is a list of the people who have bought a mobile phone today.  Please add these to the list of those who will receive a free pen from our special offer.

	Supplier Name
	First Name
	Last Name
	Phone Number
	Price
	TextMessages

	727
	Sarah
	Jones
	(061) 7452 7733
	£149.99
	Yes

	Speake-Easy
	Bharat
	Patel
	(077) 6397 2222
	£149.99
	No

	Speake-Easy
	Bharat
	Patel
	(077) 6397 2222
	£129.99
	No

	Connect
	Sew
	Wong
	(014) 9758 9876
	£129.99
	No

	Connect
	Sew
	Wong
	(014) 9758 9876
	£129.99
	No

	Speake-Easy
	Bharat
	Patel
	(077) 6397 2222
	£119.99
	Yes

	Connect
	Sew
	Wong
	(014) 9758 9876
	£109.99
	No


Thanks

Example 2

Document before development - SPREADSHEET
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Suggested improvements to Example 2

1. Main heading required to explain purpose of spreadsheet.
2. Headings highlighted in bold and/or colour.
3. Inconsistencies in column headings and proper names changed to initial caps.
4. Pack size data changed so that ‘g’ and ‘ml’ aren’t in cells with number.
5. Formatting added to show pack price is in currency.
6. Grid lines added for clarity.
Improved Example 2
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Example 3
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Document before development – ARTICLE ON AUSTRALIA

Suggested improvements to Example 3

1. Change to columns as this is an article rather than a report.
2. Add an introduction.
3. Add appropriate headings – paragraph headings to save room and ensure the work fits to one page.
4. Fully justify margins.
5. Change the picture handles to allow Square wrapping.
6. Remove any inconsistent lines spaces.
7. Add line spacing between paragraphs.
8. Images added to enhance the text.
Improved Example 3
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Example 4

Information is required to show the most popular types of mobile phones sold in the following period.  

Document before development – FIGURES

	Week End
	Speak-Easy
	Connect
	727
	Chatline
	TextHome

	16/01/2004
	5
	8
	7
	3
	2

	23/01/2004
	4
	4
	9
	5
	8

	30/01/2004
	6
	3
	12
	4
	6

	06/02/2004
	8
	0
	9
	5
	7

	13/02/2004
	3
	9
	16
	7
	5

	20/02/2004
	5
	7
	9
	5
	9

	27/02/2004
	6
	5
	13
	7
	3


Suggested improvements to Example 4

1. Calculate the totals in the spreadsheet.
2. Use a graph to display the information and compare sales in a more visual manner.
3. Add a title to clarify what the information is for. 

Improved Example 4
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Example 5

Tips on things to consider when choosing a university.

Document before development – INTRODUCTION TO AN ARTICLE
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Suggested improvements to Example 5

1. Add heading.
2. Add line spaces between paragraphs.
3. Add bullet points to lists.
Improved Example 5
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Practice questions

1) The document below is a:

i. Personal letter?

ii. Sales letter?

iii. An invoice?

iv. A statement?

2) The purpose of the bottom section of the document is to:

i. To find out the customers date of birth?

ii. To gather information?

iii. To request a free quote?

iv. To ask for help?

3) What is the line spacing on the tear-off slip at the bottom of the document

i. Double?

ii. [image: image9.png]BETES

| le Ede Ylon Insert Format. Took Tabe Wndow e

IDzdsRY|[itad o« RHEOR=ES BT = 0.
| Mormal = Arial -17v‘nlg \D.y.é.,
| Bpaste Al Tems ~ 6%
] = 3

When chaosing a university
there are many factors to take
into account, for example:
Chaice of courses

Positions in league tables
Distance from home
Accommodation prices
Necessary grades

All of these play a part in your
final decision

Sec 1 T T Gl e i e v s @k [ G |

st | 5 SudentWok | StudentWork [ 3 Microsoft . - [ MiosoftEvcel-.. | ] Microsot PowerP. | |

« 1520




Single?

4) What does the term, E&OE, mean at the bottom of the invoice below:

i. The recipient must pay by the end of the month?

ii. There is an enclosure?

iii. If there is an error, it can be corrected?

iv. The invoice must be paid for by cheque?
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5) The invitation has a key word that will encourage people to attend the advertised event.  It is:

i. Fashion?

ii. Free?

iii. New?

iv. Pop?
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Answers

1) The document below is a:

· Sales letter

2) The purpose of the bottom section of the document is to:

· To request a free quote

3) The line spacing on the tear-off slip at the bottom of the document is:

· Double – to give room for the person to fill it in

4) What does the term, E&OE, mean for at the bottom of the invoice below:

· If there is an error, it can be corrected

5) The invitation has a key word that will encourage people to attend the advertised event.  It is:

· Free
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Sheet1

		Car		Make		Model		Price New		Price S/Hand		Age		DepreciationPerYear		Engine		MPG low		MPG high		Av MPG		Mileage		ServiceHistory		Owners		Fuel type		Colour		LengthofMOT		TaxMonths		Doors		Style		Central Locking		Seats		Gearbox		Air Con		Airbags

		1		Vauxhall		Corsa		$   8,900.00		$   4,995.00		2		$   1,952.50		1.6		26		46		36		24000		Yes		1		Unleaded		Blue		7		7		3		hatch		yes		3		5		no		yes

		2		Seat		Ibiza		$   5,995.00		$   795.00		7		$   742.86		0.9		32		53		42.5		45000		Yes		3		Unleaded		Silver		6		3		5		hatch		no		4		5		no		no

		3		Volkswagen		Golf		$   9,524.00		$   3,695.00		7		$   832.71		1.4		33		49		41		49000		No		3		unleaded		Red		3		3		5		hatch		no		4		5		no		yes

		4		Renault		Clio		$   7,403.00		$   1,495.00		9		$   656.44		1.2		41		61		51		98000		No		3		Unleaded		Red		5		5		5		hatch		no		4		4		no		no

		5		Ford		Fiesta		$   7,875.00		$   1,495.00		11		$   580.00		1.8		32		50		41		74000		Yes		3		unleaded		Red		5		5		3		hatch		no		4		5		no		no

				Average				$   7,939.40

				Minimum				$   5,995.00

				Maximum				$   9,524.00





Sheet2

		Comparisons of different make-up branks

		Make up type		Foundation		Foundation		Blusher		Eye shadow		Eye shadow

		Manufacturer		Estee Lauder		Revlon		Boots No. 7		Boots 17		Estee Lauder

		Famous name		yes		yes		no		no		yes

		Brand name		equaliser		Skinlights		Blush stick		Threesome		Pure colour

		Pack size in g						10g		10g		1.7g

		Pack size in ml		30ml		40ml

		Pack price		$   20.00		$   9.95		$   8.00		$   9.50		$   13.50





Sheet3

		Week End		Speak-Easy		Connect		727		Chatline		TextHome

		1/16/04		5		8		7		3		2

		1/23/04		4		4		9		5		8

		1/30/04		6		3		12		4		6

		2/6/04		8		0		9		5		7

		2/13/04		3		9		16		7		5

		2/20/04		5		7		9		5		9

		2/27/04		6		5		13		7		3

		Total Sales		37		36		75		36		40
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