Orientation Meeting Schedule (((

1.  The Animal Rescue Foundation is actively seeking volunteers to help with an upcoming conference.  You are preparing the information that will appear on the Web site and the flyer that will be distributed to local businesses.  Your completed document will be similar to the one shown here.

a. Open a new document and set the left and right page margins to 1.5 inch.

b.  On the first line, center the title ARF Needs You!.  Increase the font to 26 points and apply formats of your choice.

c.  Several lines below the title, type the following paragraphs:  The Animal Rescue Foundation needs volunteers to help with our upcoming conference.

Registration and Hospitality

We need help at registration throughout the meeting, assembling packets several days prior to the meeting, and with answering questions and giving directions at hospitality tables.

Education: Session Moderators

We need help in preparing rooms for presentations, assisting and introducing speakers, collecting evaluation sheets, assisting with poster session.

Special Events

We need help greeting, collecting tickets, loading buses and decorating.

If you are interested in serving in any of these areas, please contact:

[Your Name}, Volunteer Coordinator at (800) 555-8023.

d.  Spell-check the document.  Use the thesaurus to find a better word for “help” in the Education:  Session Moderators paragraph.

e.  Find and replace all occurrences of “meeting” with “conference”.

f.  Save the document as Conference Volunteers.

g.  Center the first line and increase the font size to 14.  Add bold and color to the three headings.  Indent the paragraphs below each heading 0.5 inch and set the line spacing to double.

h.  Below the Special Events topic, enter the title Volunteer Times Available.  Use the same formatting as the main title with a font size of 14 points.

i.  Below this heading, you will create a table.  Place center tab stops at 1, 2.5, and 4.25 inches on the ruler.  Enter the word Day at the first tab stop, Date at the second tab stop, and Time at the third tab stop.

j.  Press {Enter}, then clear the tab stops.  Create a left tab at 0.75 and 2.25 and a right tab stop at 5.  Enter the schedule information shown here into the table.

Monday

May 8

10:00 AM to 1:00 PM

Tuesday

May 9

7:00 PM to 9:00 PM

Wednesday

May 13
10:00 AM to 7:00 PM

Thursday

May 14
9:00 AM to 4:00 PM

k.  Change the font size of the table headings to 12 points, bold, and the same color as the title.  Add an underline style of your choice to the table headings.  Bold the text in the remainder of the table.  Change the line spacing of the entire table to single with no space after it.

l.  Create a shape of your choice and add the test For more information visit us at www.arf.com using a font size of 12 points and bold.  Size the shape appropriately.  Remove the hyperlink format from the URL.  Add color to the URL.  Add a fill color to the shape.  Center the shape at the bottom of the page.

m.  Add document properties.  Save and print the document.

ARF Needs You!!


The Animal Rescue Foundation needs volunteers to help with our


 upcoming conference.





Registration and Hospitality


We need help at registration throughout the conference, assembling packages several days prior to the conference, and with answering questions and giving directions at hospitality tables.


Education:  Session Moderators


We need assistance in preparing rooms for presentations, assisting and introducing speakers, collecting evaluation sheets, assisting with poster session.


Special Events


We need help greeting, collecting tickets, loading buses and decorating.


Volunteer Times Available


	    Day		  Date		            Time


	Monday		May 8		10:00 AM to 1:00 PM


	Tuesday		May 9		7:00 PM to 9:00 PM


	Wednesday	May 13		10:00 AM to 7:00 PM


	Thursday	May 14		9:00 AM to 4:00 PM	





If you are interested in serving in any of these areas, please contact:  


Student Name, Volunteer Coordinator at (800) 555-8023.











For more information visit us at:


www.arf.com








