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WORK ORDER

Customer Name: Squeaky Clean

Assigned to: You, the Desktop Publishing Specialist

Project Title: Doorknob Hanger

Date: (current date, 20xx)

Note: Prior to beginning this project, review the Company Overview provided on page 15.

Project Description

Squeaky Clean's housekeepers like to have multiple customers in the same area to make it easier

to service more than one home a day. The company has decided to use doorknob hangers as a way

to communicate to homeowners about their presence in their neighborhoods. Doorknob hangers

are a great way to inform local homeowners about Squeaky Clean and the services they provide in

the community.

Your Job

As the Desktop Publishing Specialist, you will create a two-sided doorknob hanger that effectively

conveys a message to the prospective customers. Since the door hanger is the first advertisement

homeowners see when they come home, it should capture their attention and contain just the

right amount of information.

Tips and Strategies

1. Keep the front side of your doorknob hanger clean and simple to read. It must be clearly seen

from a short distance.

2. Use no more than two fonts (preferably just one).

3. Use a graphic image that will complement your message.

4. Consider using a "tease and reveal" technique by posing a question or promotional offer that

will compel the reader to turn the doorknob hanger over to read more.

5. Include more detailed text on the reverse, but don't get too wordy, as space will be limited.
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Tips and Strategies (continued)

6. Download the "Document Planning Form" from the www.theofficespecialist.com Web site to

plan the layout and design of your doorknob hanger on paper first.

Instructions to the Desktop Publishing Specialist

1. In this project, you will be provided the content to include. The layout, design, and fonts for

this document will be left for you to decide.

2. Using Microsoft Publisher or an equivalent desktop publishing software, create a new

document.

3. Save the document as Project P-7 Doorknob Hanger in the "DTP Projects" folder within the

"Squeaky Clean Projects" folder.

4. Follow the Doorknob Hanger Page Setup Instructions provided on page 346.

5. Include the following on your doorknob hanger:

• Two different messages, one for the front side and a second for the back side:

Front:
Yes, we do windows . . . and a whole lot more!
Get that special clean that you remember from Squeaky Clean's services.
Back:

Fresh, Bright, Shiny
We'll clean your house from top to bottom, covering every nook and cranny. Dust and
dirt are our enemies! Call us today!

• A graphic image for each side that correlates to the messages used (for example, a sponge

and soap suds or a mop)

• Contact information for Squeaky Clean on both sides:
888-555-1000
www.squeakyclean.com

• The Squeaky Clean logo (found in the "Logos" folder) on both sides

6. Format the size and placement of the text and other elements on the doorknob hanger so that

they are in proportion with one another and project a professional image.

7. Carefully proofread your work for accuracy, format, spelling, and grammar.

8. Resave the document.

9. Print a copy of the document if required by your instructor.
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Doorknob Hanger Page Setup Instructions:

#of Pages:

Dimensions: 8.5 x 11 inches

Margins: 0.25 inch on all sides

Orientation: Landscape

Optional Materials: Full-sheet laser or ink-jet compatible paper

Other:

1. Using the rectangle tool, draw a rectangle that measures 4 inches wide by 8 inches
tall with a 1 pt. border. Align the rectangle with the top margin and position it on
the left side of the page, leaving enough room for the back side of the doorknob
hanger. This box represents the front side of the doorknob hanger.

2. Position a horizontal guide at 0.75 inch. Using the oval tool, draw a circle measuring
2.75 inches in diameter, with a 1 pt. border. Place the circle so that its top is
touching the 0.75 inch horizontal guide. Center this circle horizontally inside of the
rectangle (as shown in the illustration below). Place the contents of the front side of
the doorknob hanger in the area below the circle.

3. Repeat the above (or copy and paste) to create the back side of the doorknob
hanger. Place it to the right of the first rectangle (as shown in the illustration below).
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