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1 hour 45 minutes
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Memo paper
Plain A4 paper

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 7 printed pages.
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GUIDELINES TO CANDIDATES

Time Allowed: 1% hours

Please read the following instructions carefully.

1

2
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11

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 errors within the words which have been circled.
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 expect that all our reception staff will dress smartly and suitably.
Both male and female employees will receive a clothing allowance and
this will be paid once a year. It will be of equal value, regardless of

seniority.

The allowance will cover the cost of a smart suit and five shirts. Women
may wear either skirt suits or trouser suits. Ties and scarves in purple

and blue will be supplied free of charge.
All callers to our premises must be greeted warmly and without delay.
Response to all visitors should be proactive rather than reactive. Good

manners are essential.

Smoking is never acceptable.
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TASK 2

@pe ths memo - cofrect efrors within circled wor@

Fom  Phillipe Le Saux
T Mausice Pefcgd
Ry  PLS/DB

ADVICE To CusTOMERS
I we should. give our customers much mofe ipfo than

we do at present.

Soma oé our fe’oreseﬂtaﬁ.\les Suggested, thakt important
dekails such as the vaccinations that are req_ui.fed. gf‘loufd. be
given b customers as Jar in advance as poss. ferhaps we
should (cdude additional sections in our bfochuse on
essentials &of travelling ?

Please SLVEL S5ome tﬁou_,ght as b the detaids to be qicluded..

T would your fePorL' ba the end ‘Ef this week.
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TASK 3

Tgfu. this feForE in double -Einespo.c'mg. Cotreckt effors withia
words which have been circled .

TOBAGO

Dand De@oe

Many people feel sure that Brace-Maysfield had Tobago in mind when he wrote
and biurdtle

his“Robinson Crusoe”. Travellers who enjoy the scenerthend to think of

the island as an undiscovered gem.

Tobago remains quiet and unspoilt, even in this world of hustle and bustle. Itis a

magical haven where the number of brghty-colowed-birde-such-as

hummingbirds is far greater than that of its visitors.

m&g iduyQle .

Point{Pigeon) is one of the best places to spend a day. Picture a small

peninsula with coconut swaying in the breeze and a white beach that slopes

gently down to a turquoise sea"?pend the day exploring offshore reefs or

secret coves. Relax and listen to the rhythm of the‘

gri’r;r snorkel to your heart's content in water that sparkles like jewals under

the sun. In the evening, you may scan the for signs of turtles hatching.

Tobago is filled with rich tropical splendour and a charm all of its
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TASK 4

TQpe this letter - correct efrors witha ’mo’rﬂ
which, have been circled

Our ref PH[152

Mrs K P Sheasby
682 Founex
Vaud

Switzerdand

De Mrs Sheasbg

Tﬁa-fbgl you Jor Your enq_ulrﬂ conc_emlng money o fa.ﬂte on ho‘ﬂ'day

with you. T am enofosf.ag an (ormation sheet that gives
details aboukt cufrency.

Some countries festrict the import and export of docal currency.
We advise all b cheeh with their b%fore they

travel . You will need onl_g a small amount cg Local
currency on asrival.

You will be able 6 cha.nge money at your hotel or af a
focal bank. Take daour cledit cards with you as these are

Very u.sgu.ﬁ. Travellers’ Chaq_uﬂ.s are also fecommended as
they quarantie extra Security.

I'hoP.L you have a vely ergogdbfe hzr&d-aﬂ
Yowrs  snclly

POJTLLQG. Ho u.gdgatﬁ
Tur Co-ordinator
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TASK 5

Dispfa.s this a_gend.aJ using d{-ﬁefmt Jorrns cg emphasis ,;eg’_]

centring, dont style/size, italics, bofd, underfining, capilalisation ele

Notce of Mee bing

A mauting o the
Sales Team
wll be hedd on
Tuggdaﬂ 10 June
ok 1330 hours
n Room 5

Agenda

| Apologies dor absence

2 Minutes o previous maeting

3 Matars arising

4 New sales targels

5 Brdmstorm.i.rg 5es50n - Mew Prod.o.x.cib
b Training courses

7 Artg other business
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GUIDELINES TO CANDIDATES

Time Allowed: 1% hours

Please read the following instructions carefully.

1

2

10

11

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 errors within the words which have been circled.
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

Choosing the right type of golf equipment can be a worrying task. There

are many factors that need to be considered.

A very important factor when buying this type of equipment will be how
much you can afford to pay. You could spend a great deal of money on
a single club. You should remember however that spending a lot of

money is not necessarily going to make you a more competent golfer.

You then need to consider whether or not to buy new equipment.
Manufacturers will no doubt advise you to buy new but you can acquire
genuine bargains on equipment that has been used previously. These

can be excellent value.
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TASK 2

@pe this memo - correct errors wibun cucled words

Fom  Johang Chu
T Soo-Jung Hsu
Ref  Jc/RT

NEw ViDEo FiM

The Crimson Rose (s about & be put inb service. I understand
our Chairman will make an anouncement Tmorrow.

T thinh we shoudd now consider m.a.ﬂiﬂg a video Jt.fm, g’ the
ship. This should include picluses g’ the main pubdic afeas,
s0me c5F the cabins and a d)f:u.l 5? the sﬁumd'(g views. T would
Qibe You b start pﬂa.mw._g the video immed.

We nud b some ugent malless. Please conlact my
secrelary @ order b armange a meeling.
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TASK 3

Type this feport in double {inespacing. (orrect erors within
words which have been circled.

CRIMSON CRUISING

Booking a cruising holiday with Crimson Cruises is very easy. All you need to do

is to(tellephonejthe number on the #eide-eeveroetthe front page of our brochure.

Cur_s—ta-ff will be able to confirm your booking immediately.

Days on Board Ship @"H'L your J beﬂou.} passengera

Inside the Crimson Rose there are four large lounges where you can relax”.

There is a shop that sells a wide range of items. These include all those
with you

essentials you may have to bringl [Outside you can sit in the sun or

afe served
enjoy a swim in the pool. arm weather, breakfast and lunch may-betaker-on

deck. Keep a lookout for déléﬁﬁa'?vﬁmming alongside!
Shore Trips

One of the best things about cruising is waking up in a[diff4erent)location every
day. In order to you make the most of your@shoreitime]we offer a wide

range of trips. These are ideal if you wish to see the bestin each area.
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TASK 4

'@pe this letter - cofrect efrors within words which
have been circled

Our ref 5c[3610

Mr Foo Khen.g Nan

Apartment 1
Bubit Batoh St ai
Sv.hga.faore, 650205

Or Mr Yan

TEGJJ?. sou. Jor ﬂouf enc,_uirﬂ fbd.a.ﬁ 4531115 Jor Qa coPS ﬁ
our ho‘ELcla.j brochusre. We have much Pfeasure i enclosing
this 6?0:' you.

T some o our cuises afe Jully booked already. T would
advise Hiu tlurgire b make Your bwﬁing as soon ds you Can,

Next month we are adding a new shLF b Ourcffeet.Tﬁe
Crimson. Rose (s going o be the fa.rgesé and the best ef ouws
cruise Shifs. A list & the dalis on which ths ship (s Saifu'tg
s cduded @ the brochuse.

We Lok C#?m'u.l(u'd. lo hn.a.ring érom You aﬂairt*

\fouu’s Srl.cﬂﬂ

Susante Chan

Salss Martager
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TASK §

Display thus nolice . us efent orms emphasis ;
ﬁtg& SLZEtgtﬂ bt und.u{’mr:%, Captﬁfsaf@
Australia

An exclusive Cfd'eﬂ escorted lour

A uJon.dLrgu.f OPFortu.m E; eva&;re this Cfascmﬁ.rg Comfr
Jom the glitter of Sydney b the haunting splendour %
the outbach

Nisit ol the major Cenlfes

Spind 5 nights @ the beautidul fdm Cove - an ideal base
30{' the Barrier Reef

For éu.rﬂw' irgorﬂmﬁom fe@ephone Brian Yeo on

3-215691
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