
Assignment Summary
In this assignment, the learner will

• use a complex order / specification form
• use the computer to organize and present information
• make creative choices in design, following broad guidelines.

Prior Knowledge
• Essential Skills

• LBS Levels

• Moderate computer skills – clip art, word processing 
• Form filling 
• Simple print vocabulary 

Teaching Planning Notes
• Use Allprint Ainsworth Associate Inc. “Order/Quotation

document”
• Ensure computer access
• Collect sample programs for events to compare content and

layout

With learner
• Look at variety of programs, such as church bulletins, concert

or theatre programs, graduation programs.  Discuss layout
decisions made, importance of font choice for readability, use 
of graphics

• Explore clip art options, font styles, etc.
• Examine form for new vocabulary, especially language specific

to print industry.  Research may be required

Achievement Indicators
• Completes form to record specifications of order
• Designs program that is attractive, well organized, useful 
• Identifies learning on self-achievement chart

Printing I
Instructor Sheet

FOCUS ON LEARNING

ESSENTIAL SKILLS 

Complexity Levels
1 2 3 4 5

Reading Text ■■

Document Use ■■

Writing ■

Numeracy ■

Thinking Skills ■■

Computer Use ■■■

Continuous Learning

LITERACY AND BASIC SKILLS

LBS Levels
1 2 3 4 5

Communication
Read with
Understanding ■■■■■

Write Clearly ■■■

Numeracy
Solve Geometric
Problems ■■

Manage Data and
Probability ■■

Self-Management and 
Self-Direction
Concentration and Memory

Problem Solving

Self-Assessment

Self-Confidence

Thinking Skills

Time Management and Organization
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Printing Assignment I

Lay It Out
• Using computer to design and lay out information
• Using quotation form to record order 

specifications



Ontario Curriculum Linkages

Locally Developed Compulsory Credit Course, English, Grade 10 (ENG2L)

Extending Reading and Viewing Skills – Overall Expectations

ERVV.01 – apply reading and viewing strategies to understand and make connections with texts
that are part of school, workplace, and everyday life, with an emphasis on increasing
independence;

ERVV.02 – read and interpret a variety of engaging, authentic, and relevant print and non-print
text forms, both teacher and student selected

Apply Reading and Viewing Skills – Specific Expectations

During Reading or Viewing
ERV1.05 – comprehend directly stated ideas by selecting and using appropriate strategies:

Reading a Variety of Texts – Specific Expectations

ERV2.01 – apply the reading process as strategic readers to a variety of student- and teacher-
selected authentic texts commonly used in everyday life and in the workplace 
(e.g., skimming text in magazines, short fiction, scripts, electronic text; interpreting
data from graphs, tables, timelines; rereading manuals, project plans)

Extending Writing Skills – Overall Expectations

EWSV.02 – convey information and ideas with clarity and coherence in a variety of short print
and non-print forms

Applying the Writing Process – Specific Expectations

EWS1.07 – create a first draft in the appropriate form to suit the purpose and audience 
(e.g., a diary entry using first person, a narrative, a procedure for a manual, an email,
instructions for completing a home project)
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Lay It Out
Jeff works at a local printing company.  He has been given the job of designing the program for the
town’s Canada Day celebrations.  The Optimist Club planning committee has given him details of
the day and some broad guidelines to follow.

• white card stock, 8.5" X 11"

• 2 sided, single folded, finished size 5.5" X 8.5"

• front – picture (Jeff’s choice of appropriate Canada Day symbols), 4 color process, bleed, 
medium coverage (M)

• inside – details of event, showing times etc., 2 colours: blue and red

• back – location, including simple map, date, time (9 a.m. – 11 p.m.) [same colour process as
for front]

Outline for the day

• all day – kids’ fun fair including face-painting, games, races, kiddie midway, pony rides
• all day – bazaar / marketplace including farmers’ market, bake sale, crafts, souvenirs
• 10 a.m. – 9 p.m. Beer tent
• 10 a.m. – 7 p.m. Food stalls
• 10:30 a.m. Kiteflying competition
• 12 noon – Old Fashioned Picnic – bring your own or purchase an “1867 Picnic Basket” – free

ice cream, cold soft drinks, cake
• 2 p.m. – 5:30 p.m. Music at Centre Stage
• 4:30 p.m. Soccer game: Panthers vs. Tornado
• 6 – 8 p.m. BBQ: Pig Roast, BBQ Beef & Chicken; salads (sponsored by Martin’s Market &

Optimist Club)
• 8 – 10 p.m. Music at Centre Stage
• 10 p.m. fireworks



Jeff will spend 6 hours on the layout.  He does the keystroking.  The file was supplied as a PDF file,
copy only.  When he has designed the proof, he will send it to the client for approval.  After printing
25,000 copies, they will be bundled in 100s and shrinkwrapped.  They will be shipped to (your town
or city).

1. Use the quotation sheet provided to record the client information and specifications.  You should
invent dates, addresses etc.

2. Use your computer to layout the program.  
• Search for pictures for the front.  
• Experiment with fonts. (Keep it easy to read!)
• Where needed, invent names (park where event will be held, bands etc.)
• You may add details
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