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 <Type your name in here> 
PRESENTING INFORMATION
Information can be presented in a variety of different ways. The method chosen to present information will depend upon who it is aimed at – the audience – and the nature of the information that is being presented.

Examples of different audiences include:

· Commercial customers.

· Individual adults.

· Internal staff.

· Children

Examples of different types of information include:
	· Short formal information (e.g. memo, email, letter, order form, invoice, agenda, and minutes).
	[image: image1.png]Memo

To Tracey Jones (Exective Director - Accourts)
Frorm  Ivan Longworth (Executive Director - Sales)

CC Stella Miles Executive Director~ Administratior)
Date:  June 22, 2008

Re  Increase in mileage allowance for Sales staff using their own cars for Company business

As 3 result of the recent Budget statement by the Chancellor of the Exchequer regarding the level of rieage
allowance cormpanies can pay to employees who use their own cars for company business, please could
you inform all your Sales staff that with effect from 1% July 2006 the mileage allowance wil change from 35p
ner mile to 40n per mile.





	· Extended formal information (e.g. article, newsletter, report, and user guide).
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COCK UPS!

by Paul Pockett

1t could only happen to Tracey! Tracey Genoa
(aged 24), the hot-shot blond singer who won
TV's ‘I'm a nobody  make me & Somebody!”
was supposed to begin filming her new DVD
in Tunisia last week But poor Stacey has had
10 spend her time sitting by the poolside in her
tuzury hotel in Tunis whilt representatives of
Fantastik Records sort out a roblern with her
props.





	· Graphical information (e.g. illustrations, charts, flowcharts, and diagrams).
	[image: image3.png]Frank Ryan
Chairman and
Chief Executive

Ed Warren
Recording
Director

Tracy Jones
|Accounts Director

Donna Wright
Human
Resources
Director

Brian Hatcher
Deputy Chairman
and Assistant
Chief Executive

Stella Miles
Administration
Director

Ivan Longworth
Sales Director

Simon Scullion
Production
Director

Mary Randle
Distribution
Director






	· Promotional information (e.g. advertisements, leaflet, webpage, and presentation).
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	· Informal information (e.g. texting and creative writing).
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Some of these provide the audience with a hard copy (e.g. a printout), some provide an on screen experience, and some will have the ability to be multi-media. The latter would be able to include the use of sound, text, images (both moving and static), graphs, and charts.

What is important to remember is that the best means of communication is always the one that is most appropriate. For example, an extended formal document would not be appropriate if the audience are children, whereas a text message might be.
On the following matrix, identify the audience that you think each of the examples is aimed at, and identify the features you would expect each to include.
	
	Audience
	Sound
	Text
	Static images
	Moving images

	Newspaper
	 <Type in the audience that you think that this is aimed at> 
	 <Type in 'Y' if you think that this feature is included 
	 <Type in 'Y' if you think that this feature is included 
	 <Type in 'Y' if you think that this feature is included 
	 <Type in 'Y' if you think that this feature is included 

	Text message
	 <Type in the audience that you think that this is aimed at> 
	 <Type in 'Y' if you think that this feature is included 
	 <Type in 'Y' if you think that this feature is included 
	 <Type in 'Y' if you think that this feature is included 
	 <Type in 'Y' if you think that this feature is included 

	Website about cars
	 <Type in the audience that you think that this is aimed at> 
	 <Type in 'Y' if you think that this feature is included 
	 <Type in 'Y' if you think that this feature is included 
	 <Type in 'Y' if you think that this feature is included 
	 <Type in 'Y' if you think that this feature is included 

	Online game website
	 <Type in the audience that you think that this is aimed at> 
	 <Type in 'Y' if you think that this feature is included 
	 <Type in 'Y' if you think that this feature is included 
	 <Type in 'Y' if you think that this feature is included 
	 <Type in 'Y' if you think that this feature is included 

	PowerPoint presentation
	 <Type in the audience that you think that this is aimed at> 
	 <Type in 'Y' if you think that this feature is included 
	 <Type in 'Y' if you think that this feature is included 
	 <Type in 'Y' if you think that this feature is included 
	 <Type in 'Y' if you think that this feature is included 

	TV advert about banking
	 <Type in the audience that you think that this is aimed at> 
	 <Type in 'Y' if you think that this feature is included 
	 <Type in 'Y' if you think that this feature is included 
	 <Type in 'Y' if you think that this feature is included 
	 <Type in 'Y' if you think that this feature is included 

	Computer user guide
	 <Type in the audience that you think that this is aimed at> 
	 <Type in 'Y' if you think that this feature is included 
	 <Type in 'Y' if you think that this feature is included 
	 <Type in 'Y' if you think that this feature is included 
	 <Type in 'Y' if you think that this feature is included 


If you have completed all the work correctly you should now know the following:

· That information can be presented on screen, as hard copy and in a multi-media format that can include sound, text, images, graphs, and charts.
· That it is very important that information needs to be presented in a format that is appropriate for both the content and the audience.

You may now print this work off and store it in your user area so that you can use it to revise from at a later date.
Extension Task:
Use a search engine (like Google) and the Internet to find definitions for the following words:

	Multi-media
	 <Type your definition here> 

	Format
	 <Type your definition here> 

	Appropriate
	 <Type your definition here> 

	Content
	 <Type your definition here> 


How would you present the information shown above to a group of adults? How different would it be to the method you would use if you were presenting the same information to Primary school-aged children?
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