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Unit 5 ~Information Resources Candidate Guide

WHAT YOU MUST DO
Task 1 — Information Sheet
You musté)duce an information sheet for a short break in Copenhagen.

Use both paper-based and ICT-based sources to research the information needed @
for the information sheet.

(@) Produce no more than a two page word-processed document to include:

* The company information and logo

* Places of interest g

* The weather

* Travel options

* Currency used and exchange rates

* One relevant image

* Accommodation — three different star options@

(b) Produce a list of steps that you took to find the information about the weather
from either the paper-based or ICT-based source.

(c) Write an evaluation of your information sheet and suggest improvements.
Do not forget to keep a note of your resources for Task 4.@

(Total 10 marks)

Created by DKE


Note
Holiday brochures or magazines scans for this piece

Note
Internet and school network


Note
You must have 2 different non ICT sources and two different ICT sources

Note
Brief description of the company followed by contact details for booking the break

Note
Look on the Internet for tourist information for Copenhagen

Note
Perhaps a chart like in holiday brochures

Note
These can be found on the school network

Note
These can be found in brochures or on the Internet

Note
A bullet list to explain how you found this 

Note
Comment on where you got information from, why you used it and is it effective in promoting the holiday you must also say what you can improve on your work colours, styles and layouts


Note
Create a table with the heading Piece of Information, Source and Why you have used it
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Task 2 — Travel Itinerary

Sunset Leisure Ltd has requested a team building exercise weekend for an
executive group. There are eight members of the company taking part. The event
will be held in the Lake District. The group will travel together and should arrive
at the venue before 10am.

The itinerary for the trip will be sent to the Human Resource Manager, Sean
Taylor, at Sunset Leisure Ltd in the form of a two-page document.

(@) Produce a formal two-page document that will provide Sean with the @
necessary information for the trip. The first page will be the confirmation letter,
the second page will contain the it%ary that will be copied and passed on to the

group.
The itinerary should include:

* Departure point

* Departure time

* Arrival point

* Arrival time

* Method of travel

* Price of travel

* Accommodation costs

* Total price of the trip for the entire group

(b) Produce one screen print of the search engine showing the search criteria you
have used to find the information for the itinerary.

Do not forget to keep a note of your resources for Task 4. @

(Total 9 marks)

Created by DKE


Note
This means NO dodgy Word Art!!!!

Note
This should be in a formal business letter layout

Note
Put this into a table

Note
Create a table with the heading Piece of Information, Source and Why you have used it
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Task 3 — Data Proteit;%n Document

Create a one-page information sheet for the staff of Globetrotters that explains the
purpose of the Data Protection Act and its principles. Make sure that the
information sheet is fit for purpose.

Do not forget to keep a note of your resources for Task 4.

(Total 5 marks)

Task 4 — Bibliography @

You must make a list of the information sources that you have used to complete
Tasks 1 to 3.

You must give enough detail to enable other people to find your sources of
information.

(Total 3 marks)

Created by DKE


Note
Formal, with Logo and having the same “look” as the previous documents that you have produced

Note
Dataprotection.gov.uk or text books in school

Note
This is a combined table of the information that you collected in the other tasks





