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Instructions 

This document contains all of the case studies available in this unit.
It is to be used when referred to in the Learner Workbook, to help answer the relevant questions.
[bookmark: _Toc530725616]
Case Study A – Safe Work Practices
Work organisation safe work practices include:
· Take exercise breaks every 30- 60 mins. Suggested exercises include:
· standing up and walking around
· shoulder rolls
· wrist exercises
· Take rest breaks every hour – stand up and walk around or go and get a drink.
Energy and resource conservation for computer use includes:
· Switch computer off when it isn’t in use
· Turn the brightness of your screen down
· Unplug devices when they are not in use, e.g. computers, scanners, printers, etc.


[bookmark: _Toc511900013][bookmark: _Toc509225646][bookmark: _Toc530725617]Case Study B – A Job Fair Flyer
The presentation requirements for the flyer are:
· Blue, white and green colour palette 
· Cambria Headings for font
· A relevant picture to be included
· Writing to be clear and visible
· Contact information: both telephone and website to be included.

[bookmark: _Toc511900014][bookmark: _Toc509225647]

[bookmark: _Toc530725618]Case Study C – Style Guide
Polka Dot has the following guidelines for writing letters.
Style guide information for writing a letter:
· The company name should appear at the top of the page on the left (in Font size 22)
· The company telephone should be at top of page-aligned right (in font size 14)
· Name and address of recipient in the top left corner
· Name and address should be indented by 2cm
· Date should be aligned right and be one line higher than the letter introduction
· Letter introductions should start ‘Dear (customer’s title and last name)’
· Font should be Verdana 
· General font size should be 11
· Lines should be 1.5 spaced
· Letters should sign off with ‘see you soon’
The following is a letter that needs to be changed to suit their style guide:
Polka Dot
Miss Smith
12 Parrot Parade
Tree Lane
The Forest
707707
19th March 2018
Dear Miss Smith
It was great to speak to you earlier at Polka Dot. I would like to take this opportunity to welcome you on behalf of everyone at Polka Dot insurance. Here at Polka Dot, we know how important it is to have a friendly, helpful voice at the end of the phone. 
To show you how much we value your custom, we are giving you $100 when you refer a friend.
Yours sincerely,
Claire Bird


[bookmark: _Toc530725619]Case Study D – Selecting Applications 
Sally has been asked to produce three documents, a form, a schedule, and a flyer. 
Her organisation prefers the following applications to be used when producing the following documents:
· Microsoft Word – reports, forms, mail merge documents
· WordPerfect – multi-page letters, faxes, memos
· Lotus Word Pro – calendars, schedules, tables
· iWork Pages – brochures, promotional material, flyers.



[bookmark: _Toc530725620]Case Study E – Target Market
Target Market are a marketing company. They are reviewing a recent campaign and have created a report to be distributed to staff. 
Target Market want to improve the document in the following ways:
· Break the text down into smaller segments which are easier to read
· Add company colour (red and purple)
· Draw attention to key features.
The current structure and layout of the document looks like this:
Target Market
Report information text, Report information text, Report information text
Report information text, Report information text, Report information text, Report information text.
Report information text, Report information text, Report information text, Report information text
Report information text, Report information text, Report information text.
Report information text, Report information text, Report information text, Report information text
Report information text, Report information text, Report information text,
Report information text, Report information text, Report information text.
Report information text, Report information text, Report information text, Report information text,
Report information text, Report information text, Report information text,
Report information text, Report information text.
Report information text, Report information text, Report information text, Report information text.
Report information text, Report information text, Report information text, Report information text,
Report information text, Report information text, Report information text.
Campaign results
Report Results and ROI
April 9th


[bookmark: _Toc530725621]Case Study F – Meeting Minutes
An organisation needs a template for meeting minutes designing. 
The following needs to be included:
· A title
· Space for date
· Space to list attendees
· List of five bullets for agenda
· Room for three action points, owner and deadlines.
Other design requirements include:
· A4 portrait
· Simple green colour scheme
· Left aligned text (except for the heading which should be centred)
· Spacing should be 1.15
· Tables can be used but have to be single-spaced 6pt before and 6pt after.


[bookmark: _Toc530725622]Case Study G – Inserting Tables
Daniel has been asked to amend a table for his organisation, following these requirements:
· A column will need to be added to the right side of the table with the title ‘start date’
· A row will need to be added to the bottom of the table for new staff member Tyler Rust
· Line spacing should be even
· Text in the title column should be changed to bold.
The current table looks like this:
	Staff Name
	Department

	Sharon Wise
	

	Daniel Parker
	

	Graham Pat
	





[bookmark: _Toc530725623]Case Study H – Visual Elements
Ebony needs to produce a poster for an event she is holding for her colleagues.
The event is a dance class, taking place every Tuesday at  17:30-18:30pm.
Everyone is welcome to the class, no experience required.
The notice board where the poster will go is always full, so the poster needs to be appealing, including an appropriate image and an eye-catching title.
As it is a work-based event, the poster will also need to include the company logo:
[image: https://www.presentermedia.com/tp/ZSk8ieXO/orange_green_puzzle_pieces_connected_pc.png]


[bookmark: _Toc511900017][bookmark: _Toc530725624]Case Study I – Talking Heads
Talking Heads
Talking Heads is a children’s toy manufacturer, which is based in Sydney but supplies retailers across Australia. You work as a general administrative assistant, and are responsible for designing, producing, and editing text for documents.
You have been given the following information. Your job is to create a report which can be disseminated to all staff across the organisation.
· There have been three accidents in the last year, resulting from use of faulty soldering equipment
· Accidents have resulted in minor injuries to three staff members
· As a result, all soldering tasks have been suspended
· New soldering equipment has been ordered
· Extensive training on how to safely use the equipment will be given before soldering tasks resume.
· The management would like to thank staff for their patience and apologise for the delay on projects.


[bookmark: _Toc511900018][bookmark: _Toc530725625]Case Study J – Totem Pole Productions
Totem Pole Productions
Totem Pole is a film production company that wants to produce a series of new policies and procedures. They have hired you to create a number of documents which clearly communicates these new policies.
The company specifically wants a new set of policies and rules which govern when and where employees have lunch. This has become a problem due to extras wanting to talk and have lunch with A-list film stars, who have now communicated their wish to be undisturbed during lunch hours.
Managers have also clearly stated that extras will not be used again if they break these rules.
Due to these circumstances, the following policies need to be communicated:
· Extras must eat their lunch in the main restaurant between 12:00 and 14:00
· The Lobster Café is exclusively for actors, directors, and producers
· Extras must not disturb actors when they are having lunch
· Selfies with actors are not permitted on set
· Extras must not pursue autographs, unless the actor has given their permission at the beginning of filming.
Totem Pole has outlined some requirements for the documents, as follows:
· Head title should be at least 24pt size
· Subtitles should be at least 18pt size
· Body text should be between 10pt and 14pt
· Body text should be Berlin Sans FB or AR Essence font type
· Policies and procedures must be communicated with bullet points
· The documents should include an introduction and a conclusion.
· The document should contain at least one graphic or picture per page
· Graphs and charts are encouraged where necessary.


[bookmark: _Toc511900019][bookmark: _Toc530725626]Case Study K – Callous Clothing
Callous Clothing
You work for Callous Clothing as a copywriter and advertising designer. The company wants to develop online product descriptions for all of its 220 items to appear on its website and on other platforms, such as Amazon.
The company has laid out some clear specification requirements for these product descriptions. They have also stated that each product description should take no longer than 20 minutes to write.
Requirements are as follows:
· Product descriptions should not exceed 250 words
· Language and tone should be suitable for the target audience (male teenagers who shop online)
· Descriptions should be set in Calibri font at 11pt sizing
· Single line spacing should be used
· Descriptions should be aligned to the left of the page
· Clothing sizes and materials should be set in bullet points.
Whilst producing the documents, you are also required to follow ergonomic and conservation requirements.
These are:
Adjust your chair height and back so that you are in a comfortable position
Have feet placed flat on the ground (if this is not possible use a footrest)
Keep a safe distance from your monitor
Take a 5-minute break every 20 minutes (away from your screen).




image2.png




image1.jpeg





 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


BSBITU313 


 


Design and produce digital text 


documents


 


Case Stud


ies


 


 


 




                                                         

 

 

BSBITU313 

 

Design and produce digital text 

documents

 

Case Studies

 

 

 

