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Music Festival Annual Report
Revising and FORMATTING A Document

GETTING STARTED
Open the file IL_WD16_CS1-4a_FirstLastName_1.docx, available for download from the SAM website.
Save the file as IL_WD16_CS1-4a_FirstLastName_2.docx by changing the “1” to a “2”.
0. If you do not see the .docx file extension in the Save As dialog box, do not type it. The program will add the file extension for you automatically.
With the file IL_WD16_CS1-4a_FirstLastName_2.docx still open, ensure that your first and last name is displayed in the footer.
· If the footer does not display your name, delete the file and download a new copy from the SAM website.

PROJECT STEPS
You are the assistant director of the Chelsea Valley Music Festival. The festival’s director, Kaya Zhang, has written the festival’s annual report. She needs your help revising and formatting the document. Begin formatting the report by setting the Top and Bottom margins to 0.75" to provide more space for content.
Format the title “Chelsea Valley Music Festival” as follows:
a. Change the font to Times New Roman.
b. Change the font size to 28 pt.
c. Change the font color to Blue, Accent 1 (5th column, 1st row of the Theme Colors palette).
d. Increase the space after the paragraph to 12 pt.
e. Center the text.
Format the subtitle “Annual Report” as follows:
f. Change the font to Arial.
g. Change the font size to 18 pt.
h. Bold the text.
i. Increase the space before the paragraph to 6 pt.
j. Center the text.
Apply the Gold, Accent 4, Lighter 80% (8th column, 2nd row of the Theme Colors palette) paragraph shading to the title and subtitle.
Find each instance of the word “Group” and replace it with Trio. (Hint: Do not include the period.)
On page 1, below the “Our Biggest Year Yet” heading, format the three paragraphs beginning “Ticket Sales exceeded…” and ending “…was up 23% over last year.” as a bulleted list using the default bullet style.
On page 1, just before the “Education Is Our Goal” heading, format the three paragraphs beginning “Our new smart phone app…” and ending “…at Chelsea Valley Hall” as a numbered list using the 1), 2), 3) numbering style. 
On page 1, below the “Board of Directors” heading, format the three paragraphs beginning “Carolina Peru President” and ending “Jessica Robinson Education Chair” as follows:
k. Select all three paragraphs and create a 1.5" left tab stop.
l. Move the insertion point immediately before each position name (“President”, “Treasurer”, and “Education Chair”), then insert tabs to align the text with the new tab stops.
On page 1, use the Format Painter to copy the formatting from the “Board of Directors” heading to the “Popular Concerts” heading.
On page 2, modify the picture of the musicians as follows:
m. Resize the picture to a height of 2". The width will resize automatically to approximately 2.95".
n. Apply the Offset Diagonal Top Right picture effect from the Outer section of the Shadow picture effect gallery.
On page 2, in the first line below the heading “Artistic Highlights”, use the Thesaurus to replace the word “illustrious” with the first synonym that begins with the letter “e”.
When she was editing the document, Kaya pasted a second instance of the sentence “At the Chelsea Valley Music Festival, we are always looking to the future.” by mistake. Below the heading “Planning for the Future,” delete the second instance of the sentence.
In the same paragraph, create a hyperlink in the last sentence as follows:
o. Convert the text “donate online” to a hyperlink to the www.chelseafestival.cengage.com webpage. 
p. Enter the following ScreenTip:
Donate to the Chelsea Valley Music Festival now!
On page 3, format the picture of the instruments as follows:
q. Resize the picture to a height of 1.4". The width will resize automatically to approximately 1.39".
r. Apply the Offset Diagonal Top Right picture effect from the Outer section of the Shadow picture effect gallery. 

On page 3, modify the bulleted list beginning “Bronze level…” and ending “…with a donation of $100,000.” as follows:
s. Change the bullet style to square bullets.
t. Decrease the indent of the list by one level.
Return to page 1 and insert a document header as follows:
u. Insert a page number field using the Plain Number 1 style from the Top of Page gallery. [Mac Hint: Insert a header with a page number, and then left-align the page number.]
v. [bookmark: _GoBack]Apply the Blue, Accent 1 (5th column, 1st row of the Theme Colors palette) font color to coordinate the header with the title and subtitle.
w. Close the Header & Footer Tools.
Format a section of the report in two columns, as follows:
x. Insert a Continuous section break on page 1, before the heading “Our Biggest Year Yet”.
y. Format the new section that starts with the heading “Our Biggest Year Yet” into two columns. 
z. Set the Spacing between columns to 0.3".
On page 1, format the table after the “Popular Concerts” heading as follows:
aa. Apply the Grid Table 5 Dark – Accent 1 table style.
ab. Format the table to AutoFit Contents.
ac. Right-align the attendance figures in the “Attendance” column.
On page 2, insert a table in the blank paragraph after the text “The following table lists our pressing concerns.” as follows:
ad. Insert a table with two columns and three rows.
ae. Enter the data shown in Table 1 below.
af. Apply the List Table 5 Dark – Accent 1 table style.

Table 1: Pressing Financial Concerns
[image: ]
On page 2, increase the indent of the last paragraph of text (which begins “Please consider sponsoring…”) by one level. 
On page 2, move the insertion point after the period in the sentence “Please consider sponsoring at any level.” and insert a footnote that contains the following sentence:
Our new Platinum-level sponsorship will be available next year.
Use the Spelling & Grammar checker to identify and correct any spelling errors. (Hint: Ignore all grammar errors and proper nouns. You should find and correct at least one spelling error.)
Your document should look like the Final Figure on the following pages. Save your changes, close the document, then exit Word. Follow the directions on the SAM website to submit your completed project.


Final Figure
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Chelsea Valley Music Festival

Annual Report

Our Biggest Year Yet

This year's Chelsea Valley Music Festival was the
most successful ever. The level of artistry was
extraordinary, with musicians from around the
country performing on our two dozen stages.
Here are just a few highlights:

+ Ticket sales exceeded projections by

54890,
 Donations exceeded projections by
$3400,
+ Overall attendance was up 23% over last
year.

‘The festival opened with our annual First Night
concert on the main stage at Chelse Valley Hall
“The Lilly Mae String Quartet performed Bach,
Mendelssohn, and Brahms to a sold-out crowd.
Meznwhile, in the Blue Grass Pavilion, Tommy
Anderson and the String Masters, ahways a
festival favorite, entertained an enthusiastic
‘audience. Nearly every concert was sold out,
including the matinee performances. We
attribute our increased ticket sales to three:
factors, in the following order:

1) Our new smart phone 2pp, which makes,
purchasing tickets easier than ever

2) A new focus on intemational artsts

3) Expanded seating at Chelsea Valley Hall

Education Is Our Goal
'We are especially pleased by the popularity of
our educationsl rograms.Student muscans
from around the country e us for th twe-
wesk Chelsea Valley Music Academy which an
concurrently with the festl. Acadermy
particpantsreceived free pases to allconcerts n
exchange for working s ushers. Duringthe da,
studknts rehearsed with the New Musicans

Orchestra. Their experience culminated in the.
gala Chelsea Valley New Musicians Concert,
which was a crowd favorite this year, as it s every.
year.

Board of Directors

Carolina Peru President
Gordon Thompson  Treasurer

Jessica Robinson Education Chair

Popular Concerts
The following table provides detailson some of

the festival’s most popular events.

Venue Attendance

TTTE ) ChelseaValley. 1258
Quartet Hall
Paulsen Drum [y 75
Ensemble Auditorium
TR Henderson 788
Hall
TS Chelsea Valley. 725
Trio Hall
Thekansas 203 542
Singers Auditorium
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Artistic Highlights

The eminent classical conductor Serge Bizet made.
his festival debut, conducting the Chelse Valley
Orchestra in symphonies by strauss and
Beethoven. Meanwhile, olk singer Shayla
Newson entranced a sold-out crowd with her
interpretations of traditional Appalachian songs.
Other artisic highlights included the twentieth-
anniversary performance of the Chelsea Valley.
Brass Ensemble, 2 stunning performance of
Mozart's The Magic Flute, and a multimedia jazz
performance by the On Point Jazz Quartet.

Planning for the Future

Atthe Chelsea Valley Music Festival, we are
always looking to the future. We launched our
Music for the Milennium campaign on opening.
night. Our goal i to raise $1.5 million by the end
of the next fiscal year. This money will help to
augment the student musician endowment, to
pay honorariums for visiting musicians, and to
expand our annual programming. Donations have
already far exceeded our projections, but we stil
have along way to go. Please donate online now.

Our Chelsea Festival Hall Building Campaign s
ongoing. So far, we have raised 50% of our goal. If
we can secure an extra 15%in the next three
months, we will be eligible for a matching grant
from the state arts board. We have received
amazing support from other arts organizations
around the country, including the National
Endowment for the Arts and the Music for All
Foundation.

Pressing Financial Concerns
The following table lss our pressing concerns.

New seatin 55,000
75,000

90,000

Student endowment
fund

*Our new Platinum-evel sponsorship vil be available
nextyear.

New Fellowship

During the closing night performance, Carolina
Pery, president of our support organization,
Friends of the Chelsea Valley Music Festival,
announced 2 new fellowship in honor of her
husband Tomas Pery, a long-time supporter of
the festival. Tomas retired from his position on
the board this year, after meny years of service.
Donations to the fellowship fund are welcome.

Sponsorship Opportunities

The Chelsea Valley Music Festival offers many.
opportunities for businesses and indiiduals to
serve as festival sponsors. Sponsors enjoy
excellent visibility and name recognition, and
they can take advantage of banners in all main
concert halls, advertising n festival publications,
and special promotions. A variety of sponsorships
are available:

Bronze level—Sponsor a single concert, at
any venue of your choice, except for Chelsea
Valley Hal, with a donation of $1000.

= silver level—sponsor a the concerts ata
single venue of your choice, except for
Chelsea Valley Hall, throughout the festival
with a donation of $10,000.

= Gold level—Underwrite all concerts at
Chelsea Valley Hall with a donation of
$100,000

Please consider sponsoring at any level.*
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New seating 55,000

Student endowment | $75,000

Building fund $90,000





