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Activity overview
Use this template with a real, low-risk work activity. Follow agency policies and use approved systems. The core task is designed to be simple. The optional stretch activity allows you to apply deeper knowledge or work with a more complex example.
Objective
Combine and adapt existing information to create a useful new output for a specific audience and purpose.
Learning outcomes
After completing this activity, you will be able to:
· Select authoritative sources.
· Combine information without losing meaning.
· Adapt content for audience and purpose.
· Explain the value added by the new output.
Activity tasks
Complete the steps below. Add short notes and evidence as you go.
Step 1
Choose a work task that needs information from several sources.
Your notes:




Step 2
Select at least three relevant sources and record their details.
Your notes:



Step 3
Check each source for relevance, currency and authority.
Your notes:



Step 4
Identify common themes, important differences and any gaps.
Your notes:



Step 5
Choose the key information needed by the audience.
Your notes:



Step 6
Create a new summary, briefing, presentation or visualisation.
Your notes:



Step 7
Record what you retained, changed or removed and why.
Your notes:



Step 8
Ask a colleague for feedback and note how the new output adds value.
Your notes:



Reflection
Use short answers. Focus on what you learned and what you will do next.
Which source was most useful?



How did the audience affect your choices?



What needed further checking?



Stretch activity (optional)
Choose one if you want a deeper challenge.
Create a second version for a different audience.
Resolve a conflict between sources and document your reasoning.
Stretch notes:



Evidence of completion
You have completed this activity when:
☐ At least three sources are assessed.
☐ A new audience-focused output is created.
☐ Changes, feedback and value added are documented.
Next steps
One action I will take next:



Support, approval or follow-up needed:
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