README File

· All document files on this CDROM have been created using Word 6 and Windows 98.

· All Word files on this CD use a common layout, font and heading level.  They also use the Word style facility to set out the different headings and text types.  The following styles are used :

· Cover title 1

· Cover title 2

· Imprint

· Credits

· Part title

· Module name

· Heading 1

· Heading 2

· Heading 3

· Heading 4

· Heading 5

· Activity heading

· Normal

· Normal + italic

· Bullet list

· checklist

· In the file COLannotated​_style.doc you are able to see how each style is used in the text.  The style shows up in (red) and in brackets after the text it applies to.
· Each module is in its own folder. Within these folders you will find separate files for the Adaptation guide, Tutor guide and Participant workbook.

	Document
	File name

	Introduction to Tourism
	

	· Adaptation guide
	intro ag.doc

	· Tutor guide
	intro tg.doc

	· Participants workbook
	intro pw.doc

	Communicating Effectively with Tourists
	

	· Adaptation guide
	communicate ag.doc

	· Tutor guide
	communicate tg.doc

	· Participants workbook
	communicate pw.doc

	Setting up a Tourist Project
	

	· Adaptation guide
	project ag.doc

	· Tutor guide
	project tg.doc

	· Participants workbook
	project pw.doc


· You will also find a separate graphics folder which contains a variety of images that are available to use in your country’s adaptation if you wish to. These files have been saved in a variety of forms:

	File extension
	Description

	.gif
	Ideal for graphics, both static and animated

	.jpeg
	Usually used for photographs and can be compressed into a small file size which still retains good image quality

	.bmp
	Standard Windows image format. It is an uncompressed file format and produces large files.

	.tiff
	Gives good image quality. Files are about half the size of an equivalent .jpeg

	.eps
	These are special PostScript programs with a special header describing the width and height of the image and how to place the image on the page. This header allows other applications to blindly include the image, and rotate, scale, place the image in the correct position of the application's document for printing or displaying on postscript device


· If you are going to use any of the images provided  the following information will help you print correctly:

· Link to or insert .eps file if you are printing to a laser-writer or other postscript printer

· Link to or insert .bmp file if you are printing to image-writer, inkjet or other non-postscript printer

· All the material contained on this CDROM is copyright of the Commonwealth of Learning. It may be freely used by all Commonwealth members providing the Commonwealth of Learning is acknowledged.

