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TEXT PROCESSING (STANDARD)
5231/A A2002

TUTOR GUIDELINES

This sheet is for tutor reference only and should not be distributed to candidates.

Time Allowed: 1% hours (including 5-minute Speed Test)

Please ensure you are familiar with all the details contained within the Guidelines to
Candidates.

1

Candidates must use a typewriter or a word processor to complete this assessment. If they
use a typewriter, the memory facility available on it may be used, but this must be cleared
before keying starts.

Give each candidate a copy of the Instructions and the Guidelines to Candidates.
Task 1 — Speed Test: Allow candidates 5 minutes only to complete the Speed Test.

At the start of the assessment, hand out Task 1 only — candidates must begin this
assessment with the Speed Test. Give candidates one minute to scan the text before
timing begins. Ensure candidates know when timing is to begin. Candidates must submit a
printed copy of their speed tests immediately on completion. Speed tests must be collected
during the 10-minute reading time allowed before candidates commence keying of Tasks
2-5.

As soon as the Speed Test has been completed, hand out the draft for Tasks 2 — 5.
Candidates should be given 10 minutes to read through the draft and may make notes and
highlight any detail they wish. They may not key anything during this time.

Letters must be produced on letterheads (either pre-printed or by use of a template).
Memos must be produced on pre-printed memo forms, by keying in the entry details or by
use of a template. Candidates must be told what stationery is available. Templates for use
by word processor operators will need to be prepared before the assessment and
candidates will need to know how to access these.

Calculators, calendars, English and mother-tongue dictionaries, thesauruses, spell-
checkers and manufacturers’ manuals may be used during the assessment.

If candidates use a word processor, each document should be saved as a separate file.
The printing of the tasks must be carried out by the candidates. Printing may be done after
the time allowed for the assessment, but no changes whatsoever may be made to the text
after the time allowed.

If any symbol (including currency) is not available please use a suitable substitute. Please
make sure UCLES is notified of any substitutions.
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CAMBRIDGE

INTERNATIONAL EXAMINATIONS

CAREER AWARD IN
OFFICE ADMINISTRATION

TEXT PROCESSING

STANDARD LEVEL

PRACTICAL ASSESSMENT: 5231/A A2002
TIME ALLOWED: _ 134 hours

INSTRUCTIONS TO CANDIDATES

Read the Guidelines to Candidates carefully before starting work on the tasks.

Make sure that your name, Centre number and candidate number are written or typed at the top of
every piece of paper used.

You must try to do all tasks.
Hand in all printouts at the end of the assessment.

If you use more than one sheet of paper, attach the sheets together.

UNIVERSITY of CAMBRIDGE
Local Examinations Syndicate

This question paper consists of 8 printed pages.
© CIE 2002
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5231/A A2002

GUIDELINES TO CANDIDATES

Time Allowed: 134 hours

Please read the following instructions carefully.

10

11

12

You must read, and listen to, all instructions carefully.

You must use a typewriter or a word processor to complete this assessment. If you are

using a typewriter, you may use the memory facility available on it, but this must be cleared
before you start typing.

Task 1 — Speed Test: this will be a 5 minute copy-typing test — the speed will be
calculated up to and including the 6™ error which you make. You will be given one minute to
scan the text immediately before keying begins. You must be ready for immediate keyboard
input when the test begins. You may make corrections within the time allowed for the speed
test. Printing of the Speed Test must be carried out immediately the test finishes.

You will be given 10 minutes’ reading time for Tasks 2 — 5 and you may make notes
and/or highlight any detail during this time, before keying of these tasks begins.

Your tutor will tell you what stationery is available for you to use. If you are using a word
processor, your tutor may provide you with templates for letters and memos.

Calculators, calendars, English and mother-tongue dictionaries, thesauruses, spell-
checkers and manufacturers’ manuals may be used.

If you are using a word processor, save each document as a separate file. You must carry
out all printing yourself. Your tutor will teli you the exact printing details.

Correct any typographical, spelling and punctuation errors and any errors of agreement
which may appear in any task. Errors will NOT be indicated in any way.

Number second and subsequent pages of any document.

Insert today’s date on letters and memos.

Please insert your name, Centre number and task number at the top right-hand corner of
each piece of work.

Assemble your completed work in task order.
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TASK 1

In many countries throughout the world electronic commerce has become

an everyday activity for millions of people both for business and for

pleasure.

Over the next few years electronic trading is likely to become mandatory
for many businesses throughout the world. Those who have been involved
in the early stages of the Internet will have the advantage over their
competitors. They will have the knowledge of how to exploit the medium

to the best effect for their businesses.

Security of payment remains the most important concern for people buying
over the Internet. This is likely to continue until the financial sector
endorses electronic trading. At present those who are offering online
trading are able to provide high quality goods and accurate delivery.
Database technology can be used to track and record the purchasing habits

of an individual.

Page 30of 8

WwWWw.xtremepapers.net

71
141
152

228
303
377
452
496

570
644
715
785
859
875


www.xtremepapers.net

TEXT PROCESSING (STANDARD)
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TASK2. MEMO

T Sze-Mei Sihoe
Fom  Conrad Yiw
R Pk

New Business Oppor luniies

I bdi.we u afe awafe that owr B' est co U.b:r, Bu t
Tours, has ajosed. ibs’ doors loday. BI% the ;ﬁ? we hcwicge

habped @ rumber of thei clianls with holidays and T deel
that we should rﬁw conlact them .

Some # these cuslornars have booPed a fw&o(ad with Bua@ef
Tours  that Uud have yet take. IY call ub, we can
onfirm  with Ehe fesort whether or rot the /'lafidaﬂ is valid.

You should b‘tform, them that there afe no advance Cfees. 77'Zed
wild on% ned b Py when a ha&'daﬂ 5 Co:girmal. Please
ensufe thnd feceeve a Hu-&iaa peci_w.sé form and our
curfent brochuse.
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TASK 3 @ &'Ispo.clta, except where indic@

PORTUGAL

FACTSHEET 22 )

This latest factsheet is the ninth in a series about European countries. Other factsheets

are available and these include countries@roughout the worldfin all the continenQ:

Our ¢o has now added
Fhis-travelageney-is-verp-pleased-toramid Portugal to the list of destinations that you can

select for your dream holiday. We hopﬂ. these oui’ldze. CL(IGJ—& g‘ the
Counly gile You the opp b discover a Little more of ibs
appeal.

Northern Portugal

@ The north of Portugal is a region of erering-seenery-and contrast. From the dramattic
mountains of the interior to the pine-forested shores, the unspoilt scenery is a joy. Eour
Sleep gorges
the wine districts, cruise pastkhe terraced vinyards. Visit the port wine lodges or

explore fascinating towns. Further afield lie the remote and hauntingly beautiful areas

and historic provinces.

Thes seclion @ singf.e Linespacmgj

The Algarve

Sheltered by rolling hills to the north, The Algarve is on the south coast.‘Often red cliffs,

strange rock formations’ and craggy coves break the coastlir?

—

odern resorts live side by side with traditional fishing villages and tranquil hiliside villages.

I mctfcl'z,gess beax:hes
59011& aent% b the vea.
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Clothing

Undoubtedly the main raeson for the popularity of this country is the wonderful year-

ﬁund climate.‘ Winter temperatures are very comnfortable. Loose, cool clothing is

satisfacctory in the summer. Heamrbe-ectdat-mighth A light jacket, wrap or sweater is

recommended for chilly nights at other times of the year. generally very casual wear is

accep;table except when dining at smart hotels or restaurants.
Summers are hot and d.r@

Customs and Entry Formalities

You require a valid passport. A visa is not necessary for stays of up to 90 days. Check
or your travel agent
with the consulateLto be sure for longer visits.

Tneet this paragraph 35mm 8rom. {edt mn.r3@

Drivin:

frr-Portpai-afiveickeds) _—

\isifors are advised b |
Mﬁh&hﬂ‘veﬁumpearrdmmmmﬁ check whether they need an

international driving licence.
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5231/A A2002

: o or bl b Me Kell
ek M‘m w QMJOPQ o‘;.t the a,dd.:erss eé%gbﬂ\/g

Our ref CY/PK
¢ (Mack this URGENT)
Me Kelvin Nd
b T Kubong Rd
Homantin

Koudoen,
Horg Kong
Dr Mrl\h

Booking Fee

Thank tou dor sending wour Hofidg, Request Form. orl'una.ﬁ%,
we d.tgorw{ rem gour boo&d:g Jez- with the Flol:r.g U.utcl we
receVe this we cannot proceed with the bwﬁira o gous ho'ﬂ'cl.oﬁ.
We would be drabJuﬂ , H‘ter%fore, J Hov coudd send the Jee req_uired.
which is 950 Per Persoh. Please ensure receil us within the

next Jour dads. We enclose o stamfma(, addressed erudopz Cfordou.
l’p use b send us the Jee.

P&ase bear in mind thet we will ab&nowfedde dour bcm@«@ applox

one months i advance of gour chosen dafes. However, due bo

Limited. avmfab% in pzaﬁ seasons the nolice may be Less
than, thie.

I 4w fequife any Jurﬂur &Ja at ary time pfease do not hesilate
& call us,
Nowrs Sno@

Conrad. Yi
ﬁg;«aﬂér%s Manaaer
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TEXT PROCESSING (STANDARD)
5231/A A2002

Dispfaa 'd'u's noﬁ&e) ust d‘@ﬂereat ofms emphas is -
¢g cenlring, dont 5@&7‘5?16, 'Lfo.fichbo{’d, qn&er&h

capéta.Jﬁ[sa.t'con, ele 9
Redters Health and Beau.% Cub
92 Nathan Road  Kowloon Teeq:hoae 3 6331806

TASK 5

A cdub where 4w can worf out, or be P“"“P”ed'
Individual exercise and autritionel pragrammes devised
Egjoy an array o recreational Jocilitizs

Strelchiqg, asrobics and aquarobics

Cardiovascular equipment

Squash and tennis courls

Oashetball, Vm%dbaﬂ and badminlon

Outdoor and indoor healed swimming poots

Seuna and d'a.Cuzz.L
Seuba d.Lvina demonstrations and courses

Bea.ul‘a studio and haird.ressire safon
Water SPorts

Gomes foom with Pavf, snovRer and hilliards
Archerd and fable teanis

Flexible membership scheme c&fers bengds that are unique

CLﬂ.d. E.xCLEJH

Part(es Oaa.ﬂisecl 5 excussions arrareed.

Exhibitons and Many other evenls held Hlfocdwu.t' the aear
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CAMBRIDGE

INTERNATIONAL EXAMINATIONS

CAREER AWARD IN
OFFICE ADMINISTRATION

TEXT PROCESSING
STANDARD LEVEL

5231/B B2002

PRACTICAL ASSESSMENT SET (10 pages including this cover)
This set comprises:

For the Tutor

. Tutor Guidelines (1 page)

For the Candidate

° Instructions to Candidates (1 page)
. Guidelines to Candidates (1 page)
) Task 1 (1 page)
o Tasks 2-5 (5 pages)

Please ensure that you have read the Tutor Instructions for Practical Assessments in Office
Administration, and the Tutor Guidelines for this particular assessment, understand all the
requirements of this assessment, and make the necessary preparations before arranging
for your candidates to be assessed.

UNIVERSITY of CAMBRIDGE
#? Local Examinations Syndicate

These Tutor Guidelines consist of 2 printed pages.

www.xtremepapers.ned
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TEXT PROCESSING (STANDARD)
5231/B B2002

TUTOR GUIDELINES

This sheet is for tutor reference only and should not be distributed to candidates.

Time Allowed: 1% hours (including 5-minute Speed Test)

Please ensure you are familiar with all the details contained within the Guidelines to
Candidates.

1

Candidates must use a typewriter or a word processor to complete this assessment. If they
use a typewriter, the memory facility available on it may be used, but this must be cleared
before keying starts.

Give each candidate a copy of the Instructions and the Guidelines to Candidates.
Task 1 — Speed Test: Allow candidates 5 minutes only to complete the Speed Test.

At the start of the assessment, hand out Task 1 only — candidates must begin this
assessment with the Speed Test. Give candidates one minute to scan the text before
timing begins. Ensure candidates know when timing is to begin. Candidates must submit a
printed copy of their speed tests immediately on completion. Speed tests must be collected
during the 10-minute reading time allowed before candidates commence keying of Tasks
2-5.

As soon as the Speed Test has been completed, hand out the draft for Tasks 2 — 5.
Candidates should be given 10 minutes to read through the draft and may make notes and
highlight any detail they wish. They may not key anything during this time.

Letters must be produced on letterheads (either pre-printed or by use of a template).
Memos must be produced on pre-printed memo forms, by keying in the entry details or by
use of a template. Candidates must be told what stationery is available. Templates for use
by word processor operators will need to be prepared before the assessment and
candidates will need to know how to access these.

Calculators, calendars, English and mother-tongue dictionaries, thesauruses, spell-
checkers and manufacturers’ manuals may be used during the assessment.

If candidates use a word processor, each document should be saved as a separate file.
The printing of the tasks must be carried out by the candidates. Printing may be done after
the time allowed for the assessment, but no changes whatsoever may be made to the text
after the time allowed.

If any symbol (including currency) is not available please use a suitable substitute. Please
make sure UCLES is notified of any substitutions.
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CAMBRIDGE

INTERNATIONAL EXAMINATIONS

CAREER AWARD IN
OFFICE ADMINISTRATION

TEXT PROCESSING

STANDARD LEVEL

PRACTICAL ASSESSMENT: 5231/B B2002
TIME ALLOWED: 1% hours

INSTRUCTIONS TO CANDIDATES

Read the Guidelines to Candidates carefully before starting work on the tasks.

Make sure that your name, Centre number and candidate number are written or typed at the top of
every piece of paper used.

You must try to do all tasks.
Hand in all printouts at the end of the assessment.

If you use more than one sheet of paper, attach the sheets together.

2% UNIVERSITY of CAMBRIDGE
Local Examinations Syndicate

This question paper consists of 8 printed pages.
© CIE 2002
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TEXT PROCESSING (STANDARD)
5231/B B2002

GUIDELINES TO CANDIDATES

~ Time Allowed: 13 hours

Please read the following instructions carefully.

10

1

12

You must read, and listen to, all instructions carefully.

You must use a typewriter or a word processor to complete this assessment. If you are
using a typewriter, you may use the memory facility available on it, but this must be cleared
before you start typing.

Task 1 — Speed Test: this will be a 5 minute copy-typing test — the speed will be
calculated up to and including the 6™ error which you make. You will be given one minute to
scan the text immediately before keying begins. You must be ready for immediate keyboard
input when the test begins. You may make corrections within the time allowed for the speed
test. Printing of the Speed Test must be carried out immediately the test finishes.

You will be given 10 minutes’ reading time for Tasks 2 — 5 and you may make notes
and/or highlight any detail during this time, before keying of these tasks begins.

Your tutor will tell you what stationery is available for you to use. If you are using a word
processor, your tutor may provide you with templates for letters and memos.

Calculators, calendars, English and mother-tongue dictionaries, thesauruses, spell-
checkers and manufacturers’ manuals may be used.

If you are using a word processor, save each document as a separate file. You must carry
out alf printing yourself. Your tutor will tell you the exact printing details.

Correct any typographical, spelling and punctuation errors and any errors of agreement
which may appear in any task. Errors will NOT be indicated in any way.

Number second and subsequent pages of any document.

Insert today’s date on letters and memos.

Please insert your name, Centre number and task number at the top right-hand corner of
each piece of work.

Assemble your completed work in task order.
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TASK 1

We all have to make decisions at some time or another. At school we have
to choose the subjects we wish to study. Then we have to decide on
whether to go to college or university. When our studies are finished we
have to find ajob. Itis very important to get this right. We must be happy

with our choice or we will not enjoy our work.

When we are at work the decisions continue. We may need to help select
desks or chairs for the office. Computer systems or filing cabinets may also
be needed. The list seemns endless. Good decisions here are vital as our
employer may not be too pleased if we buy unwisely or purchase

something which is too expensive.

Whenyou are next stuck in a traffic jam, consider whether decisions made
on building the road you are travelling along could have been different.

Perhaps the road is in the wrong place altogether.
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TASK 2

FroM Araa@éﬁa. Sban,
To Cornell Kustmer
REF AS/gr

Jo8 DESCRIPTION

The (nferview schedule cfor Gezina de Wek is now beiaa compiled
Gezina lives in NoBurw and will therefore fequire helo in

dmclira some good accommadabion. Her tubor has asBed that
she spends a Varied worgirﬁ weed within all the depls g ows

ofg.
T would have prederred Gezna 5 conlinuous period’s

a Jew weeks in gach secton. This m& give her aap opp 6#
build her conidence. T am anxious that, as this is an
on-going indalive, we maximise the ben.thts b the student
and & our stafy.

Please put focge&er a.d'ob a[escn.,bﬁbn, lw the end ad’ this weeh.
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TASK 3 @e fmspo.clre , except where indica.@

CODE OF BUSINESS CONDUCT

This is a breif gu1dek)n the level of conducg for all employees}whlch is required at all

owr Craining video
times. It should be read after watchmgl“Standards of Professional Bussiness Conduct”.

Our company gains a competitive edge by operating a policy of trust and integri@

RELATIONSHIPS WITH CLIENTS fb
Tﬁe mosl: bas:c aspzcb . ous ob.a.ﬂmgs with cuslomers (s

OSOpPny-Ooogro© ¢-5 Sacs abehef[nthequaﬂltyand

pricing of the companys’ products. The pricing and discount levels offered to our

customers is universal. [We do not believe in one-off deals This can lead to a situation

where one customer will pay less for a product than another.r Fhiswotttd-be-extrerrely

unfein  We ensure that customers have confidence in our business integrity and that

the products we sell meet the requirements of ttf—lixyy Ne ca.r acr
Commercwue deafmgs.

Qbelieve our products to be of the highest quality. The discounting of surplus stock

is a policy which we do not subscribe to.

Pressure must never be brought to bear up;on closing a deal in order to improve

monthly figures.
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This paragraph i single (inespac@

RELATIONSHIPS WITH OTHER EMPLOYEES

A good working relationship with coleagues adds to the company’s image of trust and

integrity.rl\ corporate image is vital to acheive an atmosphere of co-operation. Carying

out duties beyond your level or grade is not permitted.

Y,

Strains in any eeHeasue-relations can be raised during your staff appraisal interview. TEL'S

Wil rormally take place dusing the months of Aygust and Sept.

Open honest communicaltion
& used at alf Levels,

CARE OF COMPANY ASSETS

Ab¢ st‘:&? are ashed b tohe care

: ; iy of the company’s assets, including

office items, hardware, software and sales stock.

by any member of steff

the theft of any item Lwill never be folerated.
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Task4 Please @pe an enve!bpe or abel & Miss G de Wet
at the address given

Our red ASfqr

CONFIDENTIAL

Miss G de Wet
Po Box 42
Nokury

KerHa,

Dear Miss de Wet

STUDENT PLACEMENT

We afe wrifing b Um ow odder b uou d’ a student p?acemml'
n our %ﬁt:ein Nairobi. We ;&%’&mdkhal’ the salagy we are
EH?”“H is $I5 500 per annum plo fala & the number o weaks
wor&ed . Nour Leave entitlement will be i5 wor‘ﬁin@ daﬂ w

addifion. b statifory hofidays. We will Sorward vou a cop
gour gjob ob.scn'PtLbrLdin due cousse. d J d ﬁ

We have Spo‘ﬁen r Hour G.Lfog Lizel Bors l:fa,o, who is PPeaseaL
with ewr worf resFonsLbiﬂt(es and exparcence. Please contack

Cornelt Kuslner our :ffopice adminislralor in Nairobi, b arrange
a poss Sfa.rb}w date. Her direct dine is 354 3 412L89. Ms
Kuslher will be responsable Cfor gow Supervision and will be

156es5(g Lour perdormance on bdm%f g the co. |
Please 5@n and reburn the enclosed accepfanca Jorrn.

Youss snc@
Areeﬂﬁa, Starz,
Personn.e_e Mmaaer
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TASK5  /Dig this nofﬁce, ust ~derent Aorms cd’ emphasis -
eg Pf:r?friry, dont s@fe}rgze ] %&S) bé&(, undertining,
Capiut'sa.ﬁbn. ete .

Mouddlons a&f Nakuru
Second - hand. items bouaht and sefd
Rt exchanﬁe weleomed.

Browse our neyw Ahtiq_ues and (ollectibles Deparfmml‘
Loﬂe stoch ‘Ef new and used Jurm'_lfure

Most new aumihn.re, available at whofesale prices
H%e rogge é’ lectrical 6000(5
l\lféiaf g;uﬁls.&rard Corner - browse the vast stoch o (3004 qualiy

M bovhs arfanged il seclions dor éase o selection
(ontact us Cfor all Lpus femovals

We can move one tlem or & whole house
Ask dor our competitive rempvad ates

T4 ou need & hire baby e pment, dor example high, haiss,
cotsé,j' ele, conlact us Cfirgt -iutfu eq_uimmtn:zggfrg' c%asss
conditio

n

Telahone 254 2 698492 foalad Jar mofe ért{érmatiou
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CAMBRIDGE

INTERNATIONAL EXAMINATIONS

CAREER AWARD IN
OFFICE ADMINISTRATION

TEXT PROCESSING
STANDARD LEVEL

5231/C C2002

PRACTICAL ASSESSMENT SET (10 pages including this cover)
This set comprises:

For the Tutor

. Tutor Guidelines (1 page)

For the Candidate

° Instructions to Candidates (1 page)
. Guidelines to Candidates (1 page)
) Task 1 (1 page)
o Tasks 2-5 (5 pages)

Please ensure that you have read the Tutor Instructions for Practical Assessments in Office
Administration, and the Tutor Guidelines for this particular assessment, understand all the
requirements of this assessment, and make the necessary preparations before arranging
for your candidates to be assessed.

UNIVERSITY of CAMBRIDGE
#? Local Examinations Syndicate

These Tutor Guidelines consist of 2 printed pages.

www.xtremepapers.ned
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TUTOR GUIDELINES

This sheet is for tutor reference only and should not be distributed to candidates.

Time Allowed: 1% hours (including 5-minute Speed Test)

Please ensure you are familiar with all the details contained within the Guidelines to
Candidates.

1

Candidates must use a typewriter or a word processor to complete this assessment. If they
use a typewriter, the memory facility available on it may be used, but this must be cleared
before keying starts.

Give each candidate a copy of the Instructions and the Guidelines to Candidates.
Task 1 — Speed Test: Allow candidates 5 minutes only to complete the Speed Test.

At the start of the assessment, hand out Task 1 only — candidates must begin this
assessment with the Speed Test. Give candidates one minute to scan the text before
timing begins. Ensure candidates know when timing is to begin. Candidates must submit a
printed copy of their speed tests immediately on completion. Speed tests must be collected
during the 10-minute reading time allowed before candidates commence keying of Tasks
2-5.

As soon as the Speed Test has been completed, hand out the draft for Tasks 2 — 5.
Candidates should be given 10 minutes to read through the draft and may make notes and
highlight any detail they wish. They may not key anything during this time.

Letters must be produced on letterheads (either pre-printed or by use of a template).
Memos must be produced on pre-printed memo forms, by keying in the entry details or by
use of a template. Candidates must be told what stationery is available. Templates for use
by word processor operators will need to be prepared before the assessment and
candidates will need to know how to access these.

Calculators, calendars, English and mother-tongue dictionaries, thesauruses, spell-
checkers and manufacturers’ manuals may be used during the assessment.

If candidates use a word processor, each document should be saved as a separate file.
The printing of the tasks must be carried out by the candidates. Printing may be done after
the time allowed for the assessment, but no changes whatsoever may be made to the text
after the time allowed.

If any symbol (including currency) is not available please use a suitable substitute. Please
make sure UCLES is notified of any substitutions.
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TEXT PROCESSING (STANDARD)
5231/C C2002

GUIDELINES TO CANDIDATES

Time Allowed: 134 hours

Please read the following instructions carefully.

10

11

12

You must read, and listen to, all instructions carefully.

You must use a typewriter or a word processor to complete this assessment. If you are

using a typewriter, you may use the memory facility available on it, but this must be cleared
before you start typing.

Task 1 — Speed Test: this will be a 5 minute copy-typing test — the speed will be
calculated up to and including the 6™ error which you make. You will be given one minute to
scan the text immediately before keying begins. You must be ready for immediate keyboard
input when the test begins. You may make corrections within the time allowed for the speed
test. Printing of the Speed Test must be carried out immediately the test finishes.

You will be given 10 minutes’ reading time for Tasks 2 — 5 and you may make notes
and/or highlight any detail during this time, before keying of these tasks begins.

Your tutor will tell you what stationery is available for you to use. If you are using a word
processor, your tutor may provide you with templates for letters and memos.

Calculators, calendars, English and mother-tongue dictionaries, thesauruses, spell-
checkers and manufacturers’ manuals may be used.

If you are using a word processor, save each document as a separate file. You must carry
out all printing yourself. Your tutor will tell you the exact printing details.

Correct any typographical, spelling and punctuation errors and any errors of agreement
which may appear in any task. Errors will NOT be indicated in any way.

Number second and subsequent pages of any document.
Insert today’s date on letters and memos.

Please insert your name, Centre number and task number at the top right-hand corner of
each piece of work.

Assemble your completed work in task order.
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TASK 1

The olive is a handsome, evergreen subtropical tree. It has a long life span.
It has been cultivated for at least forty centuries for its edible fruit and its

valuable oil. It is native to the eastern Mediterranean region.

The ancient Greeks knew a thing or two when it came to healthy living.
Olive oil is one of the main ingredients of a Mediterranean diet. It has been
scientifically proved to help prevent cancer, delay ageing and to boost the

immune systern.

Because of the traditional way olive oil is produced, none of the vitamins
or amino acids are destroyed. It is pressed and filtered using a cold

production systemn. No heat is used whatsoever.

People who use olives in their diet believe that they help to lower blood
sugar levels and can also help prevent heart disease. Further scientific

research is now being undertaken into these beliefs.
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TASK 2
To Chrislos Nikonikhos

FRoM  Katia Sawva
ReF  KksfFV

NEW SALES BROCHURE

\‘ou. ho.\le alreada Seen ous d.rtgk Sa.fes Broc"tufe eaa.rtiu'ﬁ 7Fte Acoms.
It s imporfant f stress that the accammodation, has been

dles; Grud  with the nuds o the older person i mind. There is a
&JL— b the Upper d’loors Secur:f'g focﬂs are Lftcal. b windows
and external doors. The elecliical sochels afe al' eye Level. There

s dmpfe sEmEe space and modern bw«edma makerials are used
ﬁlrmahouf:.

When we have had ow meeting & discus the sales brocﬁufe T
wdld arrange b have it prinled . Now that we plbaluce our

own a.dvzrhsuw malercal we wll be able & drz['ee that i is
Frocl.uced on bime.
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TASK 3 Double Q(mspa.ci.ra , except where inch'cafz@

THE ACORNS

Following the succesful completion of our Strovolos Develop;ment it is now time to

consider our plans for The Acorns.

Tnset this paragiaph 35mm Jom {eft maggin)

—————

Location

This site will enable us to provide twenty retirement flat which can be built to a high

standard. Medern-brilding-rrateriols-wittbe-trsedtoredmeetreatingcosts, The flats will

contain more space than is usual in this kind of developernent.

We have managed to purchase sefmedend near Paphos. This has the advantage of @

being in a beautiful, rural settting.

Accommodation

dous fooms as well as
Each ground floor flat will havefkitchen and bathroom. One room will have French

doors opening out to a patio. The first floor flats will have three roomns with one room

leading to a balcony.
This paragra‘ah n smgpe ’elh.qmc@

Interior Design

Each kitchen will be&xppiied direct from the manufacturelffully fitted with pine unit;, .

All the usual apliances will be fitted as standard. Crﬁz wof B‘BPS uuﬂ?, be tu?ed.
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TEXT PROCESSING (STANDARD)
5231/C €2002

\lan't.ts unik,
The bathroom will have a steel bath,Ltoilet and sepparate shower. The purchaser will

be able to choose the colour scheme es-wel-arstre—ceeer throughout. Ehe main

bedroom will have a full range of fitted wardrobes with shelf and hanging rail.

External Environment

The entrance road to The Acorns will be brick paved. The surrounding gardens will be

fully landscaped‘with temporary fencing to ensirii)ri’vicD ,
Gach flat will have its’ own garage with internal lighting. There will also be easy access
to an external water tap.
with boundaries cé (rees
| and  hedgefows, fogether

Warran

Each home will have a fen year warranly,
Alt-flats-will-be-fully guaranteed-for- 20-years following an independent survey by a local

firm of surveyors. our customers can therefore be assured that our homes have been

They will
built to an extremely high standard combined with great attention to detail. Ou-ehents
be purchasing a property that

Hvvish-tod PUNE S

will not only maintain but will increase its value

over the coming yaers.
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TASK 4 @Pl, an erwefopz or fabel & Mr Nicos 7&8@
at the adf(rﬁ qiven

O KS|FV
i Kl (ack s Conrr0enTiiD)
Mr Nicos Fad’oaos

Kleanthis Futfonos & Sons

24 inoros SF
804330.%4’91105

(yprus

Or M Futfonos
THe ACORNS

Fcreﬁowina our brieg discussion eardier foc‘ad T have Pfeasure in
enclosing th ' , 5 g

osing three copies d’ our salles brochure This guve a ju&xfe
blﬁer oll the deballs g our Pro/azr&'es e The Acorns, Large
a&spfaw Posfers’ wll be printed. in the near Juhxfe Cf’or use i
gous branch, gﬁices. We d’ed £ s mporlant & ensufe that

bugers are awate that securdly s a or consideration in this
&L\?c&pmn&. % Y

T was Vefy wnpressed with the way wour orq deadt wibh the
sale # our ;?fovo'fos Estale. The e mgrﬁei: s st a a
:

ho :
m Fﬁ»reésmtai buni:é‘:sesiao nﬁduﬁg ,DT-Ve been carefully

T wée,e contack Hou @ aporox lwo wek & afange an o.p,of ﬁ’or

us & maeet.

Yours sncfd

Kabia Savva

Sales Director
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TASK 5

Disploy this notice, using diferent dorms o' e i5 - eq cenlring
@b :d&fe/size., M;s,w!?cﬂdfﬂ’undu A ,gcapma&ar? e&E
Shdpshafm Ltd

The Poof Spn.cia.fl.bté
Tl 06 21449 Ry 0L 24169

Availohle 7 c{abw o weeb & show gou our wor#

S, el
Bigger than whirdpoots
Smaller than Swinming poots
Eas@ o manlun

b run

C

Perd’ecb Jor small dardeas
Anﬁ sl’w.’u or d.astsn,
Swimming fef era.u‘s

Nour may he in need fepair or need fepaints
Nh@ Pnol' re:ﬂurda.ce with &Qﬁ orFan;‘;Sa.Lcs? P“‘-"‘t“'ﬂ

ot Covers

To uahl'd made b measue winter covers
Hefx!cq're(" nq sofar covers

Stailess steed pavf rofluss
SMLF—QO.S avafable

Contack us fbalaﬁ - we afe awa).ﬁha Hour call
AU worB casried out bﬁ iuaLc'fcéd, engineers
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