UNIVERSITY OF CAMBRIDGE INTERNATIONAL EXAMINATIONS
Cambridge International Diploma in Office Administration
Advanced Level

TEXT PROCESSING 5241/A

Core Module: Practical Assessment
2005

1 hour 45 minutes
Additional Materials: Letterheaded A4 paper
Memo paper
Plain A4 paper
Carbon paper — typists
Printed form — typists

READ THESE INSTRUCTIONS FIRST
Do not use staples, paper clips, highlighters, glue or correction fluid.

Read the Guidelines to Candidates carefully before attempting any of the tasks.

Type or write your Centre number, candidate number and name at the top of each separate piece of
paper used.

You must attempt all tasks.

All printouts must be submitted at the end of the assessment.

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

This document consists of 10 printed pages.
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GUIDELINES TO CANDIDATES

Time Allowed: 1%4 hours

Please read the following instructions carefully.
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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 when 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.

Task 5: word processor operators should produce the table; users of typewriters should
complete the printed form.

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

Where you are required to produce extra copies, these may be in the form of photocopies, extra
printouts or carbon copies. Your tutor will advise you as to which one of these you should use.

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.

Every reasonable effort has been made to trace all copyright holders where the publishers (i.e. UCLES) are aware that third-party material has been
reproduced. The publishers would be pleased to hear from anyone whose rights they have unwittingly infringed.

University of Cambridge International Examinations is part of the University of Cambridge Local Examinations Syndicate (UCLES), which is itself a department
of the University of Cambridge.
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TASK 1

Newspapers, magazines and web sites are full of alarming warnings

about devastating computer viruses but what is a virus?

A virus is a manmade program that affects the way your computer
behaves. Some viruses are quite harmless but many are extremely
damaging and can cause severe disruption to your computers. You
should be aware that viruses are often disguised games or images with

friendly titles.
What can you do to keep your computer virus free?

The first thing you should do is to install reliable anti-virus software. This
will scan your files regularly for unusual changes in file size as well as

other warning signs.

Virus infection can be prevented but worms need to be blocked using
something called a firewall. This creates a virtual wall between your
computer and the Internet. Certain ‘bricks’ are moved from the wall to
allow you to access the Internet safely. Free firewall software can be

installed for use on individual computers.

Do scan all incoming email attachments but do not automatically open

attachments you receive even if they are from trusted sources.
Always be sure to scan floppy disks before you use them. This is

particularly important if you are using the disk to carry information

between computers.

© UCLES 2005 5241/A 2005
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TASK 2

Memo from Fozia Tomail & AL Staff Ref FIfjct
Use the heading Frinter Carlridges

(Mark this URGENT)

Nou may remember that we slarted an cxpumerd.’ three months
ago b use Tec cothb& carﬁ'idges in our Prinfefss. These
nk carlridges afe very much cﬁeafm than orginalls. We have
been delighted with the experiments’ resulls. A good quality
prnt was achewed .

However, this week colleeques in the Kesearch and Oeveloppment
Team has been festfng Cartridges Pfoaluced by another company,
named Teleart, We have been vefy implessed with the

quatily, prooluced at a much Chea.Pzr price than the Tec
cartridges. We will, therefofe, start using those produced by

Tebeart with immed effecf.'.

Our Pu.rchming Team has also been able & obtan sgnfficant
butk discounts from Teteart and we wll also be buying

other compute,r consumnables frorn thes company. A cat
is attached :for Your &Iformo.tion.

Tt is very important that staﬂ: contact the Purcha.s Team
before p&c’mgpoang slalionery orders. Tn the fisst instfz?lce)
telephone exfension. number 2.

© UCLES 2005 5241/A 2005

www.xtremepapers.ned



www.xtremepapers.net

TASK 3

(Dou.bfe {ine spacing, excePl: where mo(t-ca.@

‘Use &;e and right margins
BUYING A HOME COMPUTER ) of 30mm throughout
RED SHARK COMPUTER COMPANY)

Bugmg o home compu.fe.r cs a md._jof pumhasmg decision. and rnodxnes & ¢ h?ﬁu

There are many makesland many

people willing to give advice abouthuhere to buy itﬁi?d]g/hat to buyf D

(Mc;t';portantly, you need to know what you want the computer to do for you and to

decide how much you can affford to spend

DECIDING ON AN OPERATING SYSTEM

Compufefs can be mbgorcsed. ml'o bwo bas:o operabng syslems or fypes.

There are those

designed primarily for graphics work and those for word procesing, alithough both are
capable of either function. To help you de.cide between the two operating system,

' _ primarily for graphics . .
determine whether you will use the computerzor mainly for producing text. Elext consider

the type of software you want to use and which type of computer it runs on. If you have a

child@t schoolfwho uses computers]you will want to make sure that the computer he or

she use at home is compatible with the one used at the childs school.

© UCLES 2005 5241/A 2005
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BUYING FROM A REPUTABLE DEALER

o @mek this paraglaph 15 mm from Left margi.aj

a better warranty and service. The Red Shark Computer Company has suceeded
high qualitiy of their com
ﬁcause of the Lthe service they provide, both before and after the sale.

WHAT TO CONSIDER BEFORE BUYING

v/”/ { How will gou use the wmfif";f)
Do you plan to m for a class using word processing software? Or perhaps

you would like to keep track of your private financhial details and-peseibliy-alee-these-of

your-busiress on a spreadsheet. You may wish to send electronic mail (known as
emails) to relatives and freinds or to surf the World Wide Web, You may want to play
computer games, |Knowing how you will use your computer will help you to determine what

type of minimum requirements the computer will need to have.

BIGGER PROGRAMS REQUIRE MORE MEMORY
f’gnstse this pa.ragrap@
keep in mind that the size of the software you plan to run will dictate how much memory

your computer should have. ASB. a.f)ouJ: the Sgﬁtuiafe You uxﬂe Mﬂd

A sales associate should be able to tell you how many megabytes of memory you will

need based on Jg:four planned comp,utjr: use. '@Pmﬂeﬂ ou wdlﬂ nud a
minimum. of 64 megabyles of memory b run masb plogrammes
adequakely.

Most computer systems come with preloaded software. Be sure to check the inventczy@

you willl know what you are getting. @f what is on the @M
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TFAPTOPORDESK;SA':&J&GW I |uﬁa£bbuulaﬂt%d-

BeiF-computer, you can also

choose what type of model you would like: laptop or desktop. Laptop models are portable
compuler -
and if you travel a Iotlthis is the obvious choicD

(’gsk-t;;shavelargerscreens B-5i26-Koyboards-and-an-63

easily expandable. They are also generally easier to use. antops ale oﬂe.n.
regarded. as componion compulers b alesﬁl'ops, but they afe
Sophisticated. enough to be your primasy compuler. There ate some
{optops that weigh fess than two Ailograms.

Finaly, if you don’t know a mouse from a ram, then you will need to brush up on the

language of computers.

0) info sheet compul’ar termin is available now.
J'ufl:ﬁgg umsﬁawﬂﬂ :nﬂi we wcﬂLSend:r:&égsbgou

This section in 5&\5& dine Spacing pfeasej
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TASK 4

Letter & Mrand Mrs ™ Chigume 19 MT Khan Rd
Saddar Karachi Our re_f: M.T/Lq_ Use the heaa(ing

Bu__gg’ g a Com’ pgfer

(Mack this URGENT) (ToP+ 2 copies please - one for
Naina Ghattaura and one for the fcpe

Dr Mr anﬁ( Mrs Cﬁigume

Thank you for gour {etter, which has been forwarded t me,
enquising about buging a compuler. Our co has been
operating for over (0 year and has a great deal of experiance
o Il puple s fod e rght enpul o o thei
needo.

There afe many considerabions when buging a compuler and
T have Pfeasure in mc@osing an (nfo‘;fﬂm Shr:fl: which
detoils many of the faclors b be taken info ofe before

moking a purchase.

The price will very much de on what bype of compuler
HouPreq}d.re, ond.  how fargﬁuﬁe memofy o fhej:mo.cfuf;le,
will }ud. to be. Fices stark at aB;u.k $1,000 for an
enlry-fevel compulter b more than 5w0fora. owerful

Y ev ) F f )
Hi.gher-erwl m::ﬁine.

T hove asked Naina Ghattaura, our sales associale for

Yous CiLStru”.[’,', b contact You . She will be "la.ppg to
visit gou i gour home i you wish .

© UCLES 2005 5241/A 2005
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9

We hope  you ‘w-'.ﬂ soon be enjoying many hours of
happy ' compuling.

Nowrs snely

Manjit Jayalunga
Chio;lf Exe%u.tﬁ:.g

© UCLES 2005 5241/A 2005
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TASK §

10

FOR COMPLETION BY
WORD PROCESSOR
OPERATORS ONLY

Please in the felowing table and print one ¢
You may include fines of ruling f you wish .

FIRE OFFICERS

QUALIFIED EMPLONEES

N
NAME Erg& (0N

Anand Kumar 3418

Fozia Tomail 1692
Kavifa Mehta 4814

Chea lau 1381

Steffm Johasen 2292
Rufsana Iq_ba.f ot

Maj.a. Maaq'a.t 4410

© UCLES 2005

SeCTion ExPIRY DATE
Purchasing 34-10. 2006
Business Services 6-01- 2006
Sales 24:10. 2005
Warehouse 3. 11. 2005
Recepbbrb I6. 0l. 2006
Pecsonnel 20, Ole. 2005
(alering 22. 0b. 2005
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FOR COMPLETION BY
USERS OF TYPEWRITERS
ONLY

@53 complete ol seclions of the attached fora

Hiro‘ga. ls'ong s gi.ng _for a job as Word Pmceseirg
Ofma.tor g 5019.5 QPPE ;

Her date gl: buth is 14 Februafﬂ 1980 and Hher tf-ee’oflone
aumber s 22 113 46l

Preuious worf ex,nrimce, -

-09.02 b Clerical Assistant Mr K Rzhman

Present Tnternational Roducks
Po Box 260
Karachi
0-0.00 b TJunior Clecd Mc Leonard Gumbeze
3. 09. 02 GAP PR (onsultants

f Ho
i ek

Kasacht
Miss Nong fives at 52 Kaghart Road Tslamabad F "8,4

She would dike & work fuﬂf tne and wanls detacls
abouk in-sefiice lamning

© UCLES 2005 5241/A 2005
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FOR COMPLETION BY
USERS OF TYPEWRITERS
ONLY

............................................................................................................................................

TELEPHONE NUMBER ......oiiiiiiiiii e nse e ssanesanssssssaesssaene

PREVIOUS WORK EXPERIENCE:

DATES POSITION EMPLOYER

| WISH TO RECEIVE DETAILS ABOUT THE IN-SERVICE TRAINING SCHEME
(Please place X in appropriate box)

L] O

YES NO

| PREFER TO WORK PART TIME/FULL TIME*

* Delete as appropriate

© UCLES 2005 5241/A 2005
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UNIVERSITY OF CAMBRIDGE INTERNATIONAL EXAMINATIONS
Cambridge International Diploma in Office Administration
Advanced Level

TEXT PROCESSING 5241/B

Core Module: Practical Assessment
2005

1 hour 45 minutes
Additional Materials: Letterheaded A4 paper
Memo paper
Plain A4 paper
Carbon paper — typists
Printed form — typists

READ THESE INSTRUCTIONS FIRST
Do not use staples, paper clips, highlighters, glue or correction fluid.

Read the Guidelines to Candidates carefully before attempting any of the tasks.

Type or write your Centre number, candidate number and name at the top of each separate piece of
paper used.

You must attempt all tasks.

All printouts must be submitted at the end of the assessment.

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

This document consists of 10 printed pages.

: UNIVERSITY of CAMBRIDGE
&’/ International Examinations

IB05 01_5241_B/FP
© UCLES 2005
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GUIDELINES TO CANDIDATES

Time Allowed: 1%4 hours

Please read the following instructions carefully.

1

2

10

11

12

13

14

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 when 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.

Task 5: word processor operators should produce the table; users of typewriters should
complete the printed form.

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

Where you are required to produce extra copies, these may be in the form of photocopies, extra
printouts or carbon copies. Your tutor will advise you as to which of these you should use.

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.

Every reasonable effort has been made to trace all copyright holders where the publishers (i.e. UCLES) are aware that third-party material has been
reproduced. The publishers would be pleased to hear from anyone whose rights they have unwittingly infringed.

University of Cambridge International Examinations is part of the University of Cambridge Local Examinations Syndicate (UCLES), which is itself a department
of the University of Cambridge.
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TASK 1

Most of us who have been to a beach know that seawater is salty.
Everyone knows that freshwater in rain, rivers and even ice is not. Why
are some of the Earth’s waters salty and others not? There are two

clues that give us the answer.

Firstly, freshwater is not entirely free of dissolved salt. Even rainwater
has traces of substances dissolved in it that were picked up during its
passage through the atmosphere. Much of this material that washes out
of the atmosphere today is pollution but there are also natural

substances present.

As rainwater passes through soil and percolates through rocks, it
dissolves some of the minerals, a process that is called weathering.
This is the water we drink but we cannot taste the salt because its
concentration is too low. Eventually, this water with its small load of
dissolved minerals or salts reaches a stream and flows into lakes and
oceans. The annual addition of dissolved salts by rivers is only a tiny

fraction of the total salt in the ocean.

A second clue to how the sea became salty is the presence of salt lakes
such as the Great Salt Lake. This lake is about ten times saltier than
seawater. Why is this lake salty while most of the world’s lakes have no

salt at all?

© UCLES 2005 5241/B 2005
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TASK 2

@o 5rom Bernice lnlort_g b AbP stt!g Qe(f BN/LT

Use the hoading CAREER DEVELOPMENT

T am hﬂfpg b condirm that a Series ¢ Seminafs Aor Sfa&f
wdd ta..ﬂae p?ace O.Eé'fhe Hotel Rogaﬁ. ‘Ef C¥

Our co made the decision b enter the wuﬂse?{)ui_q and

development market tuelve month ago. This i an expanding
area that has generated a great deal of (nlerest. We afe

now c&faring this service b all mumbers of Sfad’a?

Compﬂnﬁo.ﬂa gree cEf cha{ge.

This nww afea ¢ buisness has been very succesqul ami we
afe (L the plocess qao buga'g our own resid_en.t trammg
centre. This will give us dedicaled acilikies . 3or

tranung and counseﬂ,@dﬂg, T wdld 0 glle us the opp

b extend our fraining provison begond  the one-dag semunal.
T aftach a press felease concefnuy this purchase dor your

oo

bers o stalfl who wish B develop a cafeer, of
?ﬁage dﬂectﬁm tﬁtogatheg are welcome b tw‘?ae Iﬁt\’Mtﬂge
‘é ths aw nidialue. mEQ shouldd confact thelr e

Manager u the gi.fsf (nstance .
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TASK 3

Double E&usPa.Ci.ng, except wheri'_mi&@
@e ?.ntfl: and. (ght marguns g 35 mm ﬂ't(ou:gho@

CAREER DEVELOPMENT.

» Mar ﬁga{d' GreerLeJ
Our company|has been offering a career development service for the past eight months. A
Series @ gour Udormalion elling seminass

has been developed.

These are one-day seminars and are to be held at the Orchid Hotel Conference Centre.
Each seminar relates to a particular careeer topic and is self-contained. This means that
cliants may either book for one seminar, or attend the full series. Those attending the four

seminars will be able to take advantage of a 15% discount.

Details of costs, together with discounts, can be found in our brochure. Our Marketing

Department has spent many hours updating this high quality brochure. Included also are

many colour photographs|(both indoor and outdociﬁ our new residential centre|.

Our Chairman has callad o press conference CFM next Wed at

('of'_h.';‘”i)
Kim Ng will give a presentation concerning our new premises. Refreshments will be

available. Local bewspaper repod@levision and radio stationéhave been invited to

Eﬂlphasise thes

senlence

attend.

Fhe-Beard-of-Directors-and-Frade-Uniens-of Marigold & Greene made the decision to enter

the counselling and develop;ment market twelve months ago. this is a new and expanding

area that has generated a great deal of interestJ(nm many of QSJ both_ 'ea_rge

and. small.

© UCLES 2005 5241/B 2005
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All our developement counsellors are trained to provide a competent and caring service to

_thg_g,ce_ﬁ- and maf-ﬁeﬁ.'n.g, andﬂce
the individual applicant. Our expertise is epsecially strong in afFegiens of sales Land human

resources. Ne have fecr (.L.LteId.ﬂdLCﬂ-t‘-d' pr eﬁs'um/d.ﬁﬁ_é)@
mi.ng ;afj?cb g 26’3. Cé)

Most people now recognnise that a career for life is no longer a certainty in today’s ever-

changing climate. This situation place greater emphasis on the individual’s ability to transfer
skills in order to survive in the job market.
Tnset this pafagraph 40 mm &om J&J& ma.r3@

This area of our business has been so successful that we are in the process of buying our

own residential training centre.'lt will also give us the opportunity to extend our training

provision beyond the one-day seminar.

mber of residential courses which,
if successful, will be followed by courses and sed4minars lasting from three to five days. The

topics to be covered are listed below.

Finanshial modelling

Finance development

Product desigﬂ

Human resource solutions

Sales promotion techniques 'TFLeS have gocuﬁe'd. uullaﬂﬂ on the
business execulive.

Our Research and Development staf are continuing to lead-a-huge-programme-of
devetopmentineluding research people’s needs.*This research froms the basis of our

approach to career planning. It is intended to offer counselling and training to all types of

employees eventually.

© UCLES 2005 5241/B 2005
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Each person who applies fo us Jor
Everyone-whe-expresses-an-nierest-in-joining-4e-0 a seminar is asked to complete a form

catae—hiotery detailed but concise

@ detailing his or her wéik-expesenes to date. This exercise is designed to provide a [

summary to help us focus on each individuals’ strengths, skils and career needs.

The more we know about the applicants as-wel-as-theirsurrent-status-and-family
background, the more we can help them in their career development. All information is

treated as confidential

We have already helped many people to overcome the problems of redundancy and other

career crises. It is our aim to help people to develop fulfiling and dynamic careers.

Our Training stagg would be happy b arrange 4o you fo Lok
found ouwr Maw residential centre. You unﬂli able [ see
gor yoursedd ald the accommodation, L'nofuch'n:g bedroms and

study afeas.

Ié’ this 5 not poss, qu‘Lg not Visit our webstle WuW. marwgfeene. com
goramw tug as well as mofe defails of what ous

company  can do dJor gour company

© UCLES 2005 5241/B 2005
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TASK 4

Leter & Mr Keung Fang Ch‘ucf Executive 1Pq@ Tnternational Pte!.i?

59 Mackenzie St 5:‘:190.100(6 483914 Our retf BN/LT
Use the h.aad.h'g FORTHCOMING SEMINARS

Mard ths ToP + 2 coples please - one A?or Gl Humphries
e S "’

Dear Mr Farlg

Tﬁmji o Aof Youwl en u.LrS cmcemin_g our cafeer and _
d.ueiopn%mkgSemamars. CLA one-cimj seminar on Sales Promofwrt,
techriques are due & take place” at the Orchid Hotel next

th. AF present we can accomodate three ag our sfad'g
:rwdlr;. 1335: would dike & take advantage zéﬂthese

vacancies, T reccommend that You tn,@zphorte me (mmad.

Our Ta.ux Dept has pl’e afed a serie’s @) Cfouf one-c{a.ﬂ
Semmars.mg‘lﬁesg courses fx&ﬂ (unn over cfouf wu&s. T have

p«Qeaﬁure, . en.oﬂosing our Companys brochute which g'ules'
detaded Lrgorma.ﬁow tonerning ouf Seminars with focalions,

fopics, dates and cosls. Pa.rficépa.rt@ may attend on.ﬂy one

Seminar or the CME series.

I am senciia_cj a Copy oa? this {etter b GUL Humphries
who 6 the to- ordinalor cgf ol our seminars. GUle wdd

© UCLES 2005 5241/B 2005
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t’zﬂphone You rext weh b make an aﬂo{: b see gyou at

% ::z;emen.l: ﬂit;ne She will be happy B give
l_-]ou- e 30‘-'-

Please do not hesibale b contact me again 6’ You have
any q_wies.

Nouss s'utcereﬂﬂ

Bam.'u':e Nons

C"LUIJ E XECL.LtL:\Je

© UCLES 2005 5241/B 2005
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TASK 5

FOR COMPLETION BY
WORD PROCESSOR
OPERATORS ONLY

Please 'geg in the fllowing table and prort one copy. You may
indude Lines #iu.fmg 4 gou wish.

FORTHCOMING SEMINARS

TITLE LocATioN DETAILS ORGANISER
CITv VENUE

Sales Promotion, tenhﬂicl'ucs Singapo( e Orchid Hotel Vivien L-Jong

Finance devefopmml: Manila Grond Plaza Hotel Ernest Co

Product des (gL Begm.s ungws@ House Chan Kheng Ho

Human fesource sotutions  Dubal ALrPork Cenlle  Hanan AfBan
Firancial moclnﬁﬂing Singaf?ore Hotel ngal Pa.teﬂ Ong
Human fesource sofutions  Manila  Fifornena Buifdag Juwliet Hsu

© UCLES 2005 5241/B 2005
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TASK 5

FOR COMPLETION BY
USERS OF TYPEWRITERS
ONLY

@fease Compietc ol seclions cé’ the attached éfora

Mr Pardu.P Sajoo wishes b o@anise a Seminar enttled
5ules Homotion Techaigues and fequifes the Ja-ﬂ’ow'g
Udems b be Supf:-&ui

While scleen 1 *farge 5(ze req_ai.red.

Laplop compuler 1 presentations seftware (nstalled
Name badges 20 veleto attachment preferred
Writing pads 0  wide Jeint Loud

Blue baldpoint pans 20 L'mpressed. with company ‘Pogo

Mr Sagoos addfess (s The Tnternalional Hygh Schoof,

Boulevard Lowis Schmidt 101-103, 1040 Brussels, Bb?_g'wm.
and his tlephone number is 32 2 136 3914

Tea will be (equifed and o classfoom ‘Paﬁou.f s preJerred.
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TASK 5
FOR COMPLETION BY

USERS OF TYPEWRITERS
ONLY

IRGANISER: 5o s s s i S s s 4 S o s A

ADDRESS ... ettt e e e

ITEMS TO BE PROVIDED QUANTITY COMMENTS

REFRESHMENTS REQUIRED
(Please place X in appropriate box)

. []

JUICES TEA SANDWICHES

PLEASE ARRANGE ROOM IN CLASSROOM/SEMICIRCULAR* LAYOUT

* Delete as appropriate
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