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Instructions for participants  

▪ Open the draft document TOURISM, save/convert immediately to TOURISMXXX.DOC or DOCX, where XXX is 
your competition ID. Execute all of the following tasks as professional and efficient as possible. 

▪ Use, by preference, a PDF-printer driver (like PDFCreator) so you can display graphic elements outside 
the margins up to the page borders. 

 

A 
Task 

A-1 

Apply the following general margins to your document: 

▪ Left and right: 4 cm ▪ Top: 2 cm  ▪ Bottom: 1 cm 

Paragraphs starting with special signs require special attention. The special signs mark the level of the 
titles/paragraphs in the hierarchy of the document and do not occur on other places in the document. 

starting with 
1_ 

Level 1 titles:  
▪ start always at the top of a new page. 
▪ title text in Arial 16 pt bold, purple (RGB: 112 – 48 - 160).  
▪ title text starts at the left margin. 
▪ followed by 48 pt free space below the title. 
▪ title number: juridical numbering, outdented 1,5 cm in the left margin. 

 

starting with  
2_ 

Titles level 2: 

▪ font: Arial 11 pt bold, purple (RGB: 112 – 48 – 160). 
▪ preceded by 12 pt free space and followed by 5 pt free space. 
▪ juridical numbering starts at left margin. Title text is 1 cm indented, also the second 

line in case the title text is longer than one line. 

 

 

starting with 
3_ 

Titles level 3: 

▪ font: Arial 10 pt bold, small caps, purple (RGB: 112 – 48 – 160). 
▪ preceded and followed by 5 pt free space. 
▪ juridical numbering starts at left margin. Title text is 1 cm indented. 

Points 

16 
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starting with 

*** 

Paragraphs starting with *** are elements of an enumeration: 

▪ enumeration starts with -symbol in purple color (Wingdings font) 
▪ enumeration text is indented 0,5 cm to left margin. 

 
 

 
Finally delete all indications 1_, 2_, 3_ and *** at the start of paragraphs. 

 

   

Task 

A-2 

Body text: 

▪ Arial 10 pt 
▪ 5 pt free space between paragraphs 
▪ line space 1,1 

Points 

3 

   

Task 

A-3 
Display all numbers that refer to a year (always 4 digits, starting with 20) in bold. Points 

5 

   

Task 

A-4 

Extend all titles of level 2 with guided dots that end at the right margin. 

 

 

Points 

6 

   

Task 

A-5 

Insert a cover page at the top of your document, followed by a blank 
page. 

Use the figure COVER.JPG as cover illustration to cover the whole first 
page from (about) the top left.  

Add the graphic shape as illustrated (27 x 5 cm), starting at 
1,5 cm from the top of the page and at the left page edge. 
Background-color: light purple (RGB: 189 – 146 – 222). No border. 

Verticle purple line, 1 ½ pt thick, at about 9,7 cm from left page edge, 
exactly covering the light purple shape. Color: purple (112 – 48 – 160). 

Text left: "Development and Cooperation Europeaid"  
(Arial 14 pt, white color, split in 3 lines as illustrated, right aligned) 

Text right: "Sustainable Tourism for Development" 
(Arial 24 pt, white color, split in 3 lines as illustrated, left aligned) 

Position of the text: approximately as illustrated. No exact position. 

Points 

8 
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Task 

A-6 

On each page, except the first two pages, discussed in task A-5 above, the 
following information shows up: 

▪ a horizontal purple line that dynamically* covers the whole outside margin is 
put at 8 cm from the top of the page. 
*if margin width changes, the width of the line changes automatically too. 

▪ this horizontal line is 'interrupted' by 0,8 cm for the page number (Arial 9 pt, 
bold, purple) that is centered in the outside margin. 

▪ at the bottom of the pages, the on that page actual level 1 title is repeated 
(Arial 8 pt, purple, preceeded by 6 pt free space), starting at the left margin. 

▪ a horizontal purple line, covering the whole page, is put vertical in the middle 
of the bottom margin. 

Further, in the top left corner of all pages that start with a level 1 title, a 
purple triangle without border is illustrated (4 x 4 cm). 

 

  

Points 

9 
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Task 

A-7 
Add an extra level 1 title Acronyms on a new page at the end of your document.  

The title number is not displayed and the text of the title starts at the left margin. 

In the document ACRONYMS you find a list of acronyms that you insert in the new page. Transform the data 
into the illustrated screenshot below. 

The acronyms list is displayed in Arial 9 pt, starting with the acronym in purple color and followed by the 
explanation. Respect the width of 2 cm for the acronyms and 11 cm for explanation. 

The acronyms are separated by a horizontal purple line. 0,1 cm white space under the purple line. 

The total acronyms list should fit in one page! 

 

Points 

8 

   

Task 

A-8 
 

Add an extra level 1 title Table of Contents on a new page at the end of your document.  

The title number is not displayed and the text of the title starts at the left margin. 

Add a table of contents containing 2 levels of titles, according to the screenshot. Follow these instructions: 

▪ Level 1: Arial 10 pt, purple (RGB: 112 – 48 - 160), bold. Number starts at the left margin and is connected 
to the title text with a dotted guideline. Title text starts at 0,8 cm from left margin. 
Free space above title: 10 pt. Free space below title: 5 pt. 
Page number is aligned to the right margin, preceded by a dotted guide line. 

▪ Level 2: Arial 9 pt 
Single line space. No extra/free space between lines. 
Title number starts at 0,8 cm from the left margin and title text is indented 1,6 cm from the left margin. 
Page number is aligned to the right margin. No guidelines. 

 

Points 

10 

   
 Don't forget to save your document under the name TOURISMXXX in Word before closing it! 

Save also a copy in PDF-format as TOURISMXXX.PDF. 
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B 
Task 

B-1 
Open INVESTBANK and save it as INVESTBANKXXX.  

This document contains several tables with financial data. We focus only on all valuta amounts followed by 
the €-symbol. Amounts can go from 0 € to 99,999,999 €. 

 

▪ remove all comma's in these euro-amounts: eg. 88,780,693 € changes into 88780693 €. 
▪ put all €-symbols before their amount and change the space before the €-symbol into a space after the 

€-symbol: eg. 88789693 € changes into € 88789693. 

The result should look like 

 
Save your result as INVESTBANKXXX! 

Points 

10 
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C 
Task 

C-1 
The document QUESTIONS contains a list of questions, split up in different categories: 

 
Based on that list, you present a survey as illustrated, each question with 4 dotted lines as answer zone. 
Brown color: RGB 131 – 60 – 11. 

 
▪ Start an A4-page, all margins  2 cm.  
▪ Basic font: Calibri 11 pt, no free space before and after paragraphs. 
▪ The question number (Qnr) is both horizontally and vertically centered on a brown background. Calibri 

14 pt bold, white color. The height of the brown 'box' depends on the length of the question. 
Width: 1,2 cm. 

▪ The question is shown in Calibri 11 pt on a light grey background, as shown. The question is vertically  
centered in the light grey background area. 
Width: 15,8 cm 

▪ The area under the question number shows the category of the question (Calibri 11 pt, brown, small caps), 
90° rotated to the left. Horizontally and vertically centered. 

▪ On the right, 4 dotted lines, 1 pt thick, brown color, invite to write down the answers.  
Height to write: 0,6 cm. This answer area is preceded and followed by a 0,4 cm height free area. 
Dotted lines start exactly at the position where the question text starts and do not touch the box border at 
their end (15,3 cm width) 

 
▪ The total question box is surrounded by a brown, 1pt thick border. 
▪ 0,4 cm free space between the questions. 
▪ A question may never be split over two pages.  
▪ At the top of each page the text TEACHING AND LEARNING FOR A SUSTAINABLE FUTURE should be 

printed in Calibri 12 pt small caps, brown color. 

Points 

25 
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▪ Questions where the column Online contains yes, can be answered after online search. In these questions 

you print Online search allowed on the first line to fill out.  

 
▪ Save your eventually basic file as QUESTIONS_BASIC. Work out a final document containing all questions, and 

save it as QUESTIONS_ALL and another document containing only the questions in the category climate 
change. Save this document as QUESTIONS_CLIMATE. 

  


