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Help for the school Help for the school 
production presentationproduction presentation

Another set of Top Tips from Mr TAnother set of Top Tips from Mr T
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ContentsContents
 Seating planSeating plan
 Finances for half filled hallFinances for half filled hall
 Finances for hall filled to capacityFinances for hall filled to capacity
 Logo designLogo design
 Ticket designTicket design
 Mail merge form letterMail merge form letter
 Example of letterExample of letter

You will need more slides if you intend 
showing the play on more than one night.
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Over To YouOver To You

 Use text boxes on the programs where Use text boxes on the programs where 
you created your work OR here on PPT you created your work OR here on PPT 
after you paste your screen shots. Give as after you paste your screen shots. Give as 
much explanation as possible.much explanation as possible.

 Formatting is up to you. It needs to be Formatting is up to you. It needs to be 
professional looking for an adult audience.professional looking for an adult audience.

 The contents will be increased if you have The contents will be increased if you have 
more than one night. more than one night. 
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Example of hall half filled without Example of hall half filled without 
annotation OR finance sheetannotation OR finance sheet

Your annotation should explain how the plan works. You will need to submit 
formula version as well.
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Finance sheet Finance sheet 
(incomplete)(incomplete)

You need to screen shot at least one formula version.

You need to explain (annotate) your plans to say how it works.
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To create a formula To create a formula 
versionversion
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How does your logo help to How does your logo help to 
sell sell the school production?the school production?

How will it be 
used?
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Explain the information and Explain the information and 
layout on the ticketlayout on the ticket
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Remember your mail Remember your mail 
merge evidence.merge evidence.
 You have THREE weeks to complete You have THREE weeks to complete 

any outstanding work to your:any outstanding work to your:
– Seating planSeating plan
– Finance sheetFinance sheet
– Logo and ticketLogo and ticket
– Mail merge letterMail merge letter

 AND complete your presentationAND complete your presentation
 Plan very carefully so that you get the Plan very carefully so that you get the 

presentation done on time.presentation done on time.
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ExtensionExtension

 If you have done everything asked of If you have done everything asked of 
you then you can produce a poster for you then you can produce a poster for 
the production and add it (with the production and add it (with 
annotation) to your presentation.annotation) to your presentation.

 Add a narration (sound) to your Add a narration (sound) to your 
presentation to explain aspects of your presentation to explain aspects of your 
work.work.


