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TEXT PROCESSING (ADVANCED)
5241/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

10

11

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.

Where candidates are required to produce extra copies, these may be in the form of
photocopies, extra printouts or carbon copies and candidates should be told which of these
methods they may use.

Task 5 only —

word processor operators: hand out the draft of the table only

users of typewriters: hand out copies of the printed form and the draft. You must ensure
that each candidate using a typewriter has at least two copies of the printed form for use
during the assessment.
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CAMBRIDGE

INTERNATIONAL EXAMINATIONS

CAREER AWARD IN
OFFICE ADMINISTRATION

TEXT PROCESSING

ADVANCED LEVEL
PRACTICAL ASSESSMENT: 5241/A A2002

TIME ALLOWED: 13 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.

o UNIVERSITY of CAMBRIDGE
Local Examinations Syndicate

This question paper consists of 10 printed pages.
© CIE 2002
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GUIDELINES TO CANDIDATES

 Time Allowed: 1% hours

Please read the following instructions carefully.

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 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.
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TASK 1

Some things may have changed about job hunting, but how you present
yourself at an interview is not one of them. You are probably not going to
be hired until a company has a conversation with you and decides that you
are the best person for the job. Interviews can be especially critical when
you are up against someone with similar credentials and background, or
when the qualifications for the job have more to do with interpersonal and

communication skills than with technical or professional qualifications.

It is vital that you prepare for an interview. Make sure you are familiar with
the prospective employer’s job requirements, company history and
industry. You will make a much better impression during your interview if

you have done your homework thoroughly.

Be prepared to explain why you want the job and why you think you would
do it well. Your goal should be to convince the interviewer you have what
it takes to do the job. Be an active participant in the interview. Prepare
some relevant questions beforehand. Try to ensure that some of these are

based on the research you have carried out.

Always ensure you make the best first impression. Remember, the

interview begins as soon as you arrive at their offices.
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TASK 2 Mem Jrom, AJL@@ Pofno.»g, t—p P(lf Ba.b. Pafafbga.r
Red AP/283 Use the heading (oaching Malfers
| @aﬁQ this PERSOW

Please arrange @ mub.ra 60 ol our currenk caachirg stofy.
T would olso {ihe you b write b prospective coaches r

the ComiaB Season .

As Hou afe rzow: respomsib& or personned fecords g coachi
5%, T would &Ldou. b u.,océte P:ru! fecord sds('em, on l)‘z:-8
new database.

I 5‘55‘:5& that Apu send a cop d our cuffent vaorrna,ﬁnm b
all rmemhuars o 5% and. asg thhm b caﬂd‘m these defails.

We should teke this o collocting the necyy idormation
about Prospecﬁ\le wacm.#Once ffs:? s ione%ozacm arfange

Jor a mailshot & be sent out.

T shall he ey Cfor (0 clad but we need & have a m:zztira
as soon as poss g}termd return. T will ash my sec r2
contact o the wed b coirm @ convenient dale. T
enclose @ copy d the plogramie Leadlot we disscussed on
Thursdgy, which s now with the prinfers and wul be
available shorc@.
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TASK 3 @ubﬁe ‘e.msp;c:e , except where indi.ca.@

IMPROVE YOUR CRICK@

TAMIL NADU CRICKET CENTRE ) @ 2@& ond. right maggins @ 30mm
throughout
able b provide indo

pleased.

b be

s about the coaching
sessions for next year. Intrest in youth cricket has increased over the last three years in
particular and this could be attributted to the renewed success of the local and district

teams in recent seasons.

MEMBERSHIP

Subscriptions are avalable for membership.Theg:lude squad, supportérs, family

and social.

If payment causes any difficulty please contact the secretary of your local centre, in

confidence, for further details. @ ale a num.ber 6 memhersl'up

Catﬁories.

SOCIAL
There is an active social comittee responsible for eaelrehai> and events are arranged for
players, their families and friends. Support for these events are encouraged. They have

the advantage of providing much needed funds.

Parents are expected to assist in providing refreshments

for home matches. Donafions Og Lﬁms % JOOJ- ; Of h:lp r c&a.r
away offer malches, would be appreciated. I¥ you can
help in any way at olf, please contact your focal club

Eege. ta.rd

This Pa.mara‘?h n s'ua?e Qmespw@
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TRAINING

duralion o the courses and

The programme of training to be held at Nilgiri are now available. Details of the lcosts

are shown in the prong

C Please contact your local cricket co-ordinator to receive sufficient copies for

distribution among your own players.

o the Jeedback Joom coaches and

As a (esult

plaggers,

LTI

se the range of skills available this year will be much broader. It was felt that
positive imporvements would be seen if specific skills were taught at individual
sessions. Eowling will incorporate medium and fast bowling as well as spin bowling
skills. Wicket keeping and fielding will either be seperate activities or may be
combined with spin bowling.

)Jor the J(rsb tume, _nocetolented

This yearlthe club will be paying for outside coaches’ to work with our Frest-preraising @

- e o,

players. i t st We are confident

that this will be seen as a demostration of our commitment to youth cricket.

Tnset this paragfaph. 40mm Jom Left m@

In order b im.Prove opps Jor &o pf ers, ule nfee b
afrange Cowrses so that &wSeu:Eo myﬁ be u’8 parf n

&gu.e of represmfa.ti\te cricfa.et', can enrof on
consecufwe cousses,

There is a 10% discount for all players enrolling on two or more courses. This is in

addition to any other discount to which they may be entitled
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Some courseslgg booked up quickly{andlare very popularJ. Please send your

completed app;lication formfto your local club secretary as soon as possible.

Emphosise this sen&@ (t‘ogether with a cheq_u.e

EQUIPMENT dor the correct d’ee,

We can now supply all your sports equipment needs.ﬂ/e are currently nego%tiating a
discount for club members with Choudhury Sports Equipment, the manufacturer and

sponsor with whom we have had links over a number of years. Please-ee-operate-by

brying-el-yeour-sports-needs-frorr+sy, Each purchase will generate bonus points for the

centre and we are hoping to purchase a bowling machine through this and other

fundraising.
undraising A sFecdaﬂ PrLce Yist is avaidahle Jrorn.
centre nwﬁrs.

NEXT SEASON’S SQUADS

Those pfa.gers u.!"l.o 'haci a 5u£ce55¢fuﬂ pasé 5eason

autornatically be offered places in the new seasons’ squads. Trials will also be held

and these will provide new talentLV\Lithin each squaidjtfo enhance the breadth of skill}.

all players can benefit from further coaching sessions, both throughout the season and

between seasons, as preparation.

INSURANCE

Personal accident cover for individual players, however, is not provided but is highly

recomended.

who wor at the cenlie

All coacheslhave public liabillity insurance.

Page 7 of 10

WwWWw.xtremepapers.net



www.xtremepapers.net

TEXT PROCESSING (ADVANCED)
5241/A A2002

TASK 4

Letler & ChouaU’tu.@ Sporfs Ecl.ul.pment 180 DP Sasmal ﬂ

Caleutta 100 033 Thdia Our r;d’ AP/QS(o Use the
headcra CRICKET EQUIPMENT

@m@ th?s FOR THE ATTENTON OF Ms GITA MEHTA )

Dear Sirs

Further & our Corresf:ond.a.ace fastdear) Tam wdb.'ra 6
bru"w 4ou up o dale with the lecent deveeofmznts in our

Co achéna pragrammes.

We have feogganised the crichet coaching within the whote
dislrict and ate Mow in the process of wribing & ol

Peaders and. Pros'ae.cb.'\/e pfaders. The new cricket courses afe
infended & develop specific shills.

Please Let me have Coples # our most recent cals and
price {isls. We wish & place an order Jor new equipment

Within the net Jie wetks. We are hoping b be ablle b
purchase a bo«.»&'n@ machine b" we are Jorlunale eno«ﬁh
b raise Syficient Junds.

ToP + 2 copies please - one dor

Facbat; Patanbar and one d’or the
Jike
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T hope that we can epeat the previous arraqgements whzrelw we
were abfe b accumulale bonus Pod't& Jor the cenlre as a
fesult members Fu.rchases. T enclose a Copy o Last
8ea.r’s, contract Jor dour ub% NYou will See thalt we
a-freadd have 3,500 bonus poinls carried Jorward Jrom bast

Season .

Nours &fl@

Adilia Pafna,bk
Dtt@écl‘ Mmader
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TASK 5

FOR COMPLETION BY

WORD PROCESSOR

OPERATORS ONLY
Please &8 in the J”%“"’H table and prink one copy.
Now may include Lines g(wﬂna 'tfﬁou. wish .
FIXTURE LIST
MATcH DETAILS OPPONENTS NENUE
Dale Time
Sah.c.rd.ap 4 Mad 1430 Khunte Home
Neolnnsdad 15 Mad 1800 Rﬁq&r Awo.a
Saturday | June 130 Dailari Home
Wednesday 19 June 1400 %dmipgtf Awad
Salur b TLI% 1030 Datbast Awaﬂ
Wednesday 10 .Tu.@ 1200 Rcaau' Home
Sa.ha.rclad a0 :uﬂ 530 Joshupus Home
Sa.h.trdnd 3 Acﬂuﬁf 1100 Khunte Aujad
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TASK 5

FOR COMPLETION BY
USERS OF TYPEWRITERS
ONLY

@ase complete ol seclions of the qttanhzi Jb@

PeFLﬁ Seth wishes 5 Join. His address s Eqqle Hall,
Ootacamund 63449/, !\/L%iri., Tamid Nadu

His Pz”d”}? eszrCerice s -

2001 Schoof Team Séow Spin bouler
Thid bal’tirg order

2002 Schoof Team  Medium spin bouler
' OPmin@ batsman

His dale # birth, s 12.8.87 and fe?efhone number 423 2689

His parents afe Mr & Mrs G Seth, address as above and the
emergency contact M:.the aumber is 433 b/l

Pepi.fa,)s schovf is Hebron International Schoof,
Oolacamund 6526, NL@U‘L, Tamil Nadu

He does have parsonal insurance Covef
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5241/A A2002

TASK 5

FOR COMPLETION BY
USERS OF TYPEWRITERS
ONLY

FULL NAME .. i i i i it i ittt e it s i ans
ADDRESS . e e i et e e

---------------------------------------------------------------------------

---------------------------------------------------------------------------

DATEOFBIRTH ................... TEL NO:

SCHOOL (gIVe address) . ..voviiiiieiieieeererenneeeersnnncssnneeasivecnannn

---------------------------------------------------------------------------

---------------------------------------------------------------------------

PLAYING EXPERIENCE:

DATES TEAM POSITION

DETAILS OF PARENT/GUARDIAN

NAME AND ADDRESS

-------------------------------------------------------

---------------------------------------------------------------------------

---------------------------------------------------------------------------

---------------------------------------------------------------------

* Delete as appropriate

© CIE 2002
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CAMBRIDGE

INTERNATIONAL EXAMINATIONS

CAREER AWARD IN
OFFICE ADMINISTRATION

TEXT PROCESSING
ADVANCED LEVEL

5241/B B2002

PRACTICAL ASSESSMENT SET (12 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)
. Tasks 2-5 (7 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 (ADVANCED)
5241/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

10

11

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.

Where candidates are required to produce extra copies, these may be in the form of
photocopies, extra printouts or carbon copies and candidates should be told which of these
methods they may use.

Task 5 only —
word processor operators: hand out the draft of the table only
users of typewriters: hand out copies of the printed form and the draft. You must ensure

that each candidate using a typewriter has at least two copies of the printed form for use
during the assessment.

Page 2 of 2
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CAMBRIDGE

INTERNATIONAL EXAMINATIONS

CAREER AWARD IN
OFFICE ADMINISTRATION

TEXT PROCESSING

ADVANCED LEVEL

PRACTICAL ASSESSMENT: 5241/B B2002
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 your 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 10 printed pages.

© CIE 2002
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GUIDELINES TO CANDIDATES

Time Allowed: 134 hours

Please read the following instructions carefully.

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 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.

Page 2 of 10
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TASK 1

The main purpose of your insurance cover is to pay for repairs which occur
during the life of the equipment which is insured. If the goods are found to
be beyond repair, the cost of replacement will be met. The payments will
be on a scale which depends on the age of the items being replaced. The
damaged goods then become the property of our company and cannot be
disposed of without our consent. We reserve the right to replace

equipment with a product of the same specification.

In the event of a claim, there is a procedure which has to be followed. If
the insured item breaks down, the client must contact us on the special
telephone number given. Please note that this telephone number is a
special helpline. Itis staffed by experts who will advise on the best action

to be taken in any emergency.

The repair bill is paid directly by the client and the invoice sent to us
immediately. This must show the work carried out and any parts which
have been supplied. Clients are advised to read the exclusions which are
printed on the back of the policy schedule. If the loss or damage has been
caused by theft, the police must be notified without delay. We must

receive written notification, including the allocated crime number.
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P2 [Memo Jom. Natasha Ching & Sumite Khatri
ReJ :\IC/CR/OOOQ Use the hl.a.g{mﬂ TInduction Course

(Marh this URGENT)

Louise Narg has now been appoinled a5 the new Senior secretaﬁ
in the Sales Dept. Please asB Keluin Nera b deal with the~
btters & the unsuccesdul candidalis. T enclose a copy

the inlerview schedule which 4ists Juu pa.rfécufafs o eac
canduidale. Pfea.se' ensufe that the letters feave here bdore
Wedmsa(nd. As decided at our ing Yast wu@, the
word.irH reccommunded should he Jcr these letfers. .'6?
gou have any doubly at off, please confact me. Travelling
exaances should be reimbused ot the same lime. Al
candidafes Com.,ob.to.i a doim Jorm. at the (nlerviews. T am

condident that Crdstéw lee has all the corespondence .
P&ase chech with har.

I understand that Louise infend b slart word ab the

hlemrwa # raxt month. Please contact her 6
arra.rae the precise date. It will also be mgd}qr her
nduction course & be a.rrcueed. Please see & this
(mmed.
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TASK 3 (Doubg,_ prac'mﬂ, except where inch'ca.@

A WARM WELCOME ) Use fﬁﬂ' and r@hl' ma.qins cg

CARIBBEAN LUXURY CRUISE) 40 mm_thioyghout

We have great pleasure in announcing that our company has now bought its own

cruise shipp. The Ocean Voyager was built for long-distance cruising and is one of the

most spacious ships afloat. r'Tﬁere afe fmae, Jgﬂﬂ." Puhl(.c fooms a_nd\

spacious cabins.

Futd datarl of these.

okthe-shipiedaeilibioe can be found in our brochure which is full of colour pictures of

The Ocean Voyager also has a host of amenities.

the ship as well as the various ports of call that we shall make.

Taset this paragiaph 50 mm drom {eft m@@

On 20 October the Ocean Voyager will set off on a Caribbean cruise. Given below is
brief details of the itinerary for the trip. It is possible, however, that the details may

dor reasons b.cdond. ows confrof
have to be changedk

Emphasise this sentence)

We will arange first-class air trave] by-the-atesi-supersenetfet-atreraft from your nearest

@ international air{port to Getwiek-Adrpert. A luxury train will then await you to take you

to Southampton Docks where your luxury cruise will commence.

There is P?en% cd’ onr; Pﬁff

Page 5 of 10
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We wll sail ot approx 1100 hours and will spend the irst
three days af sea. You will be able & experiance all our amenities.
You may take part in any of the activities we have to offer or you may prefer to 3

a. very , relaxing time

~ - - ea o - - OTe

This paragraph in Single \(ne@

On the fuorth day we will arrive in the Azores. We will spend a day in this beautiful

island archipelago which is claimed by some to be the remains of legendary Aflantis.

@re will be an optional excursion to see the extinctt volcano. This has Cwo

fahes in ils crater, one daep blue and the other jfade geen.

We will s the next Aour day of sea. This wll be
a;other op,;mé t’rd out va{ious ageisure pu:sw'.ts or fo

spend time s«;-n,;!b aloira nob‘v.i@.

On 28 October we will arrivehn the West Indies gt Barbados’. We will be here for about

11 hours to explore the excellent gardens

Hewers and countryside] If you are more adventurous, you may like to take to the skies

for a thrilling helicop;ter ride across the island.

The following day we arrive in Grenada. This offers a spectacular blend of volcanic
mountains, green valleys and superb beaches. Grenadas capital, St George, is the main

port. Its lblue lagoon[ana protected harbouﬂare complemented by the towns’ pastel

warehouses and gabled buildings. If you wish to sightsee, there are rainforests, spice

plantations and waterfalls to visit.

You may decide & take o Sghtsee'ma tﬂ:p.
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The next day will be an opportunity for you to rest before our next port of call which will
be Dominica. We shall spend 10 hours here. Dominica claims to have a beach for

every day of the year and is a lush, green, volcanic island.

Our journy continues to St Lucia. ‘jsstay here for frretvetronTs to enjoy the beautiful @

orch tbiscus
gardens. Here we will see valleys obeougamwllea

Our last port of call will be Funchal on the-less-well-inowr-and-beautifeal-istarmd-of

Madeira. We shall stay here for two days. Visit the floral splendours or take an optional
a traditional marfet or There wdl afso be a chance oor

excursion {o seefan emnbriodery factory. ¥ewrrustsampie-the-worderful-wires-and

gJou b lasle "some Madeira wine.

peverageswhich-arc-avatiesie Me then make our way back to England where you will

be met by luxury train to Heathrow airport and home.
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TASK 4

Lett‘ef 6 M Lee Hyun Woo  PoBox 43 fisie &ama qu
Singapote  Our ref oufLuwfacoa Use the heading

LuxuRY CRuise

Mar8 th ToP + @ copies ease - one Jor
@ Sasﬁun, Pa.rmananal and one Jor

the dile

Dea.r M \'Joo o

Thank qou oul Aax messgqe feceeved l'oalad We are
pﬂea.seddfb é a.gee 55&1& do:.d (.rgo on a s;w:cal bour.

Ouwr Cartbbean cruise ﬁeprs the oppor turu. b cruise
of

f&.ucur of a Vena e price. Igaoa wou!ld.ue b
take aa(vanfﬁe this tour, please ta.ﬂn.,ohone ous

Cuslormar SeNa:es Departmmt I 4ou prﬁer
dou may also use email orJa.x de # which

can be Jound on the bach page # our bochure,
which ts enclosed . P

We are dmﬁﬁh&d. that our co has ow bocehé & own
5l'uf: Ocean \/o r 5 a be wl, gfacious ship.

It %?ers /'u@h. sfand service andan array of
amenities. cruses offer unbealahfe Vaﬂu.e. with
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Many extras included in the price, such as (nsurance

and travel to and d’rorn. Sou.ﬂ'mmpﬁ;m, England, b
air and raif. \/\le.' hellive our prices agf {’owerdﬂmn

any o our compelulors.
q o have any Cj__uULES, Ffea.se confact Sashim

Farmanand, our Cuslomer Services Ma.nacﬂer.

Nrs Sno%

Oscar Udesht
Cw E%Qca‘i\le
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TASK 5

FOR COMPLETION BY
WORD PROCESSOR
OPERATORS ONLY

Please '£ n the Jollowing table and prnt one copy.
&L mo.daindude ‘&Cn{es gfa;uiu‘a g You wish. . @

OCToBER INDUCTioN CouRsSE

NEW EMPLoﬁEEs. MENTOR DEPARTMENT
‘Name Rosition

Louise Nora Senior 5ecrefarﬁ S Khalri Safes
Late Kundamal — CQk C lee Accouns
Steya fatrl Tpist 5 Khalti  Safles
Jonathan Chan  9ecurky Guacd 5 Po.rtd.ga. Guardhouse
Anite Ko Data Clerfk c Lee Accouns
Uzma farveen Nusse T Wozniok  Personael

A{w&n Tm&ms RQCQP tionist 5 Pa.ﬂd@a. Guardhouse
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TASK 5

FOR COMPLETION BY
USERS OF TYPEWRITERS
ONLY

@ase Compfete off seclions o the atfached @

late Kundamal s q'ofldtnd é’or o.d'ob as Accounts Clerd

She (s éemale and was born on a4.1.84. Her address (s

Po Box 938 Pasic Pa.rH qul  S¢ apole and her
l’e&phone, rumber (s 74"@“ OIQOOH She does nok smoRe

Pre.vc’oua wor& expzrience -

5¢Pfembu- 5PC Chemicals Pte Lid Recepféonisf
ool f5 Tngommfics Bmﬂu‘a

present 62 Inbrnational
Business Furd

5 &Ea.':o( e

Next d Ain dabails - Mother: Mrs P Kundamal ;
Em.r.eenﬁ contact numher & 65 568 8593
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TASK 5
FOR COMPLETION BY
USERS OF TYPEWRITERS
ONLY
NAME ettt et et e e e e e e e
ADDRESS - vttt e e e e e e e e
DATE OF BIRTH ..ovvveriinnennnnn. SEX et
TELEPHONE NUMBER - .« vttt ee e e e e e e e e e e e
POSITION APPLIED FOR .« vt et e e e e e e e e e e e e
PREVIOUS WORK EXPERIENCE
DATES EMPLOYER POST HELD
NEXT OF KIN .« ottt e e e e e e e e e e e e e e e e e e e
EMERGENCY CONTACT NUMBER - -+« e vttt e e e e e e
SMOKER/NON-SMOKER*
17 )

* Delete as appropriate
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CAMBRIDGE

INTERNATIONAL EXAMINATIONS

CAREER AWARD IN
OFFICE ADMINISTRATION

TEXT PROCESSING
ADVANCED LEVEL

5241/C C2002

PRACTICAL ASSESSMENT SET (12 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)
. Tasks 2-5 (7 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

© CIE 2002



www.xtremepapers.net

TEXT PROCESSING (ADVANCED)
5241/C C2002

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

10

11

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.

Where candidates are required to produce extra copies, these may be in the form of
photocopies, extra printouts or carbon copies and candidates should be told which of these
methods they may use.

Task 5 only —
word processor operators: hand out the draft of the table only
users of typewriters: hand out copies of the printed form and the draft. You must ensure

that each candidate using a typewriter has at least two copies of the printed form for use
during the assessment.

Page 2 of 2
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CAMBRIDGE

INTERNATIONAL EXAMINATIONS

CAREER AWARD IN
OFFICE ADMINISTRATION

TEXT PROCESSING

ADVANCED LEVEL

PRACTICAL ASSESSMENT: 5241/C C2002
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
WP Local Examinations Syndicate

This question paper consists of 10 printed pages.
© CIE 2002
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GUIDELINES TO CANDIDATES

Time Allowed: 134 hours

Please read the following instructions carefully.

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 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’ manuais 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.
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TASK 1

Once you have looked around your garden plot, you should begin to

formulate some ideas that you wish to include in your design.

Then it is time to begin some of the construction work. You should begin
with the laying of your patio area and main pathways. Did you know that
the word “patio” comes from Spain and refers to an area with walls on at

least three sides?

First of all you need to measure the area, making sure it is adequate to
accormnmodate tables and chairs foryou and your guests. Depending on the
size of your plot, you may decide on a number of paved areas in different
locations giving full sun for sunbathing or shady areas for eating and

relaxing.

If the patio is to be quite large it can become much more of a feature by
using different textures in the media chosen. You may wish to use smooth
pavers of different colours. Manmade and natural materials laid in patterns
canbe Cjuite dramatic. Remember, however, that darker colours or natural
stones will absorb and retain the sun’s heat. This surface can be much
more uncomfortable to walk on if you are not wearing shoes. Smooth
surfaced light colours may be more reflective and produce glare. These

points highlight how important it is to choose the position carefully.
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@r—@ this URGE@
TASK 2

Memo érom, Marie Saich & Marcelle Lefacq
QeJ Ms/ 298 (se the fmadirg New 'lFa.mgg‘ Courses

I have recceived a ‘ezﬂ'.'er Jrom, Mr Jonathan Breuler who
wishes & ﬁ'ger frainirB b some of his staff. His comp
& expanding in all depls. "9

We should devse o package based on ther List of objectives
and bussines lfa.aets- The List are enclosed Jar ey ub%

T shoudd he Pfeased b@ we coudd mat bmorrow af 400hours

in my wice. We wll need 6 Cargy out an imlbiad audit
(mmed and draw up an aclion p@m based on thedra"indt;@s.

We muot ensure that OP[Z: ae ffered so that saf can
fecord theic own strengths and weaknusses. Staff must be
m.an.aded and motuialed & make the hest contribution

b the Company-

A process & monilor and review oultomes a@ainsf nlentons
must be carried out throctghouf the plogrammes. This wll

6 maxunise the acl # the Compary 6 meet
!Isﬂf current and Prgecferp busb%css naeds.
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TasKs @e —&m.spa.cug, except whefe (ndica@
CAREER GUIDANCE ) Lft and rght m

TRAINING AND DEVELOPMENT 35 mm ﬁ'n(ot.gmut

As a training consultancy organisation one of our principal services is in career

guidance. This is ofered to those wishing tertooit-ingreat-detatt-ai-wwars to evaluate

their skills and knowledge. They are then able to take action to achieve their potential

and personal goals

We e a.ue r) hﬂ.ﬂﬁdou b fCCord.

your strengths and

weaknesses.

We help you to identify your laedership style, learn how to contribute to a team session,

communicate and resolve conflict.

yourriek @)

Our stafff are able to assist you to be more skilful in finding a-mews position.

\/7

Guidance is offered to help you re-evaluate your current job. It is hoped that as a result

you wiil be more effective.

Costs

Costs are kepttc-a-rminimumras-far-as-pessible-and-are calculated on the basis of $350

per consultant per day, plus expenses and reimbursement of each consultants’

travelling costs.
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These Jaﬂ inb Gwo broad cateaori@j
Programmes of Training

&)ur standard format programmes are based on national vocational standards. Tailored

programmes are always structured in direct response to clients’ measured
requirements.

Emhasise this senfence )

Trainees are not required to sit any tests. Fhe-ruse-of-essaysis-prohibitedy They must

demonstrate their competence where it counts - in their place of work.)

(ea:ademic content of the award takes second place to their ability to prove that they

can apply what they know.

Tnset thes pa.rcgra.f:h A0 mm Jrom eeJl' ma.rd@

An assessment of a clients existing knowledge and ability is the first stage in the

process. From that an action plan can either be designed or put forward to address

nowLedge, exparience of
those areas in which a client demonst4rates a lack ofLskill.

There wdd he misc war&shops and individual au.i.ctmcc
sessons. The aum of these sessions afe o Show how
'&nou:&a&ge and the

o the worfshops can be
transfated and P:‘?f dfio pra.ctc.'col f::‘."f’

Staff are trained to put the new ideas into real use in the workplace and improve their

standards of work. Our trainers@ the workplacefalso offer support].
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The topic for each workshop is sellected in direct response to the percieved need.

There are a number of subjects that form a fairly standard list of iterns’. These include

marketing, communication, health and safety, [problem solvin_g[a-n_d-@cision making.

morﬁsz fopics can he chosen

All treiring-subieets-we offer are structured to suit your exact requirements. Flexibility

We fecognise the difficulty of
is crucial when designing programmes. i

as-fer-as-pessible having key staff absent from the workplace. The delivery is structured
indwidual and the

in such a way that it can be tailored to satisfy the requirements of theLorganisation.

in every case
It is not necessary to attend all of the sessionf Some clients may require only specific

set modules. each of these modules is designed to stand alone.

@uce&. bﬂ Easltern Eye Business me\]@@

Training sessions can be organised in-house, at our own offices or at other premises.

—————

A videofshowing our work is available. However, we would ask that you treat this with

total confidentiality and return it to us when you have finished with it.

1§ you would Me

more detailed information on what
we have to offer, please contact our colleegue, Josseline Bayliss. She will be pleased
to help you in any way and can organise an initial meeting at your offices should this be
of assistance to you. This would be entirely free of charge and without committing

yourself in any way.

This section i 5&5& &hespacb'ﬁ
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TASK 4

Letter & Mr Jonathaq Brewer Chi.ncf Execulive JTohnson &
Brewer Ltd PO Box HM 0214  Hamilln, HM Tx

Bermuda  Our red Msfaa9  Use the hmdtha
TRAINING AND (ONSULTANCY SuPPoRT

TP + 2 copies p[ease - Marﬁ this URGENT
one dor Tosseline Bod&'ss C j

and one Jor the dJe.

Dr Mr Brewer

Thank qou B wr fed‘er which we recioved sesterda,. We
have fejserji d:le.\lel?o,ud and Sufporl'ec(, Cf(znga ;"%mw
b mut the “standards d na«&’onaﬂd recognised. quolificabions.
Al sessions are Linbed & Support st'a&f in the worﬁ,nﬁace.
We ensure that frat}u'ra meely the mdb#&uoraasweﬂé

Each one ‘58 the programmes include qdlyice andcguialance
Sessions that will alloy S% & receive Cfuﬂ recodm'.lion,
05? ther abilitios. Session’s May he carried out either
in-house or dow can choose & ase one rff our fra-iru'r@
looms. | ,,
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Tt s our experiance that some cg the sRills and ’&nw%e,
uoed in the plogfammes wld a.QreaAd be Passassed bd

Members of & stodf. Whenever that is the case tF widll not
be gy b athnd that module.

We would Me the o maatir ou & discuss your cos
fequiferunle i mope Fﬁdi_@ fjea 51([ contact u.din, a
Jew J.atfs when dou. have had bime b Lok ok the squmee

Prodramn'uw which afe enclosed .

\s 5%

Mayie 5cu.ch
T?'airdrﬁ Diseclor
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TASK 5

FOR COMPLETION BY
WORD PROCESSOR
OPERATORS ONLY

Please &’dj . the Joﬁﬁ:w«rﬂ tahle and Prinf: one Copy.
Now may nedude  finas <d7 rufirg gdou. wish .

SociAL CLuB CALENDAR

EVENT ’NHEN AND WHAT TIME CosT PeR PersoN é
Dale Tine

Cha.ri.% cQﬁee 5 Februarg 0930 Donafon © Cfmn.@
mom.irw and
br(rg and b‘fj

safe

Spring day trp 29 Apcd 0900 56
by fuxury coach

Fami,@ bachecue 1 June 1700 10
Steam. traction rally 30 July ~ 130 8
shopfin_g trc,o 19 November 0700 I8
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TASK 5

FOR COMPLETION BY
USERS OF TYPEWRITERS
ONLY

Please complete alf sections o the a@

Matthew Bamabd Eﬁa has d'oc'ruc{, the Social Céub.
Ne lives at 8 Ried Street Hamlton HM 12
Bermuda, tlephone numher 298 5134

Ne started wofB on the | Februarj 2002 and his
date of biuth is 12.11.49

Job Tiele Deparbment  Inferests

Word. processor  Human Goff, squash, amakews
oparator Resources d.rama.&'ca:, crl.bﬁzf,
( u@bﬁ , chess

Emeggency name (s Barna,b E Father) - &4
sy y 7 (Fthe) - Lo

pﬁe{ee: Mrs 4,85&, C.&bbom_- er | Human QESOUJ' cées
Diseclor Po Box HMa18 Hamillon HM 58

Matthow dses nob wish b fecelve mweu‘ﬁ
t'rtforrnaﬂom

Page 10 of 10

WwWw.xtremepapers.net



www.xtremepapers.net

TEXT PROCESSING (ADVANCED)

5241/C €2002

TASK 5
FOR COMPLETION BY
USERS OF TYPEWRITERS
ONLY
FULL NAME ... i i i it i tit ittt snesassanaesennranans
ADDRESS .. i e ittt
DATEOFBIRTH ................... TELNO ... i

DATE EMPLOYMENT COMMENCED

JOB TITLE

DEPARTMENT

INTERESTS

-------------------------------------------

---------------------------------------------------------------------------

---------------------------------------------------------------------------

* Delete as appropriate
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