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VOCATIONAL ASSIGNMENT FOR 

PRESENTING INFORMATION – WP/DTP
DUNHAM’S DANCE STUDIO
Dunham’s Dance Studio is a dance studio located in Birmingham.  They have been open for a while and have come to you for help as they need your ICT expertise.

DETAILS ABOUT THE DANCE STUDIO
The manager of the studio is named Margaret Dunham.  She has been teaching dancing for many years at a local school and has now set up business on her own.  She rents a dance studio at 117 Oak Lane, Birmingham, B44 5RD which is on the top floor of a gym and health suite.  The phone/fax number is 0121 555 1307.  Her sister has created her a web site www.dunhamsdance.co.uk. 

The types of dancing she and a couple of other teachers teach are:

· Tap

· Ballet

· Disco

· Contemporary

· Modern.

The age categories for all types of dancing are 3 to 5, 6 to 10, 11 to 15, 16 to 19 and adults.  The classes are categorised as beginners, intermediate, advanced, superior and just for fun!  In all classes students can take exams to achieve medals and progress through the levels.  Classes cost £2.50 for all levels except advanced and superior and these are £3.50.  If people pay a term in advance then they get a discount of 5%.  She holds classes every day from 1 pm to 9 pm except Sundays and she only does Saturday mornings 10 am to 1 pm.  Students have to book classes when they join and there is a small joining fee of £5.00 per year.

Margaret is planning many events to go on throughout the year including shows and some fundraising events.  She has a computer but does not have the time to do some of the things she wants to do to improve her documents and image.  This is where your services are needed.  Margaret has spent time listing what she needs and below is what you have to create for her.

LOGO AND LETTERHEAD
Margaret wants a letterhead that will represent the dance studio with a logo designed for it that she could use on other documents to have a corporate image.  To see how effective the letterhead is you create she wants you to use it in a letter.  The content of the letter is listed below:

· It is a letter to parents/guardians of the students at the dance school about a show they will do.

· The show is on 9th, 10th and 11th December 2004 in the evening with a matinee performance on the 10th.

· It will be held at the local Town Hall.

· If parents do not wish to let their daughter/son perform in the show then they need to let Margaret know.

· Also Margaret would like to inform people in the letter of the wonderful tap dancing exam success they have had recently.  She thinks a graph of some sort will be the most effective way of doing this.  The results are shown below and so are the numbers of students who passed, none failed!


Distinctions
Commended
Pass

Beginners
8
12
3

Intermediate
6
5
2

Advanced
5
4
3

Superior
2
2
1

LEAFLET
Margaret wants to distribute a leaflet in the local newspaper and put some in the entrance area of where her dance studio is located.  The leaflet needs to be exciting and inviting and have details on it about the type of dancing Margaret teaches, example times and activities.  The leaflet needs to be small enough to place on the reception counter and pop into the free newspaper.  Somewhere on the leaflet there needs to be a coupon which will entitle the holder to one free lesson. Margaret also needs to know the cost of producing these leaflets and what will be the most economical way from some printing companies.
POSTER
Margaret would like a poster created for the show in December.  The show will have a Christmas theme.  For example some tap dancers are performing Jingle Bells, and a contemporary group are performing Frosty the Snowman.  The times of the shows are 7 pm to 9 pm every night and 2 pm to 4 pm for the matinee. Margaret would like 3 styles of poster produced to see what she and others feel would be the most appropriate. You will need to gain feedback on these 3 designs and only one will be chosen. Margaret also needs to know the cost of producing these posters and what will be the most economical way from some printing companies.
BUSINESS CARD
Margaret supplies dance outfits, tap and ballet shoes, dance studio bags, sweatshirts and many other items.  This means she deals with suppliers and sales people a lot and would like a business card with her details on to hand out to these people and parents/guardians of the students so they have her contact details.

PRICE LIST AND TIMETABLE
Margaret wants a sheet produced with the prices, times and types of classes clearly given to display in the reception area so people using the gym and health suite may see this information easily at a glance.

MEMORANDUM
Margaret needs a standard memo that she can use as she often has the need to use a memo to inform the manager of the gym.  She wants you to create a standard memo and then use it.  The memo is to the manager of the gym and needs to ask him about closure arrangements over the summer as she has heard he may close before 9.30 pm in the summer evenings.  This would obviously affect her classes.

TASKS
You need to create all the documents requested from Margaret Dunham using the information you have been given.  To ensure you meet the criteria you must include:

1. Hand designs and drafts of at least two of the documents you will develop.  

2. On the drafts you will need to annotate what you are going to change.

3. Proof read and check for accuracy of information and spellings.

4. Use a variety of layouts and features available in a word processor and/or desktop publisher to create effective documents.
5. Gain feedback from a small group of colleagues to ascertain which poster is going to be the most appropriate.  Document this feedback.

6. Keep a backup of your work on floppy disk/memory stick and produce evidence of this.

7. Evaluate your work produced.

Teacher Notes

1. These tasks may vary depending on what you want the students to achieve for various syllabi.
2. If an alternative is required then the studio could be an exercise studio/gym with different classes for various exercises.  The show being staged could be an exercise/gym display for a local charity.
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