CAMBRIDGE INTERNATIONAL EXAMINATIONS

Cambridge Career Award in Office Administration
Advanced Level

TEXT PROCESSING 5241/A
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1 hour 45 minutes
Additional Materials: Letterheaded A4 paper
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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% 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 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

The most important consideration when creating a seawater aquarium is
the water. One of the keys to success for marine aquarium lovers lies in
the quality of the water. For most, recreating seawater from

commercially bought salt is the easiest and safest solution.

Sodium chloride is the greatest proportion of dissolved salts. Their
concentration is the accepted way of defining the salinity of seawater.
This may be expressed in grams per litre of salts in solution. This value
is measured using a conductivity meter, an instrument rarely used by
amateur aquarists because it is expensive to buy. The measurement

most aquarists use is that of density.

Seawater differs from fresh water by having a richer composition of

elements, as well as a more homogenous profile.

Aquarists should have basic knowledge of the conditions that govern the

aquarium and its inhabitants.

Pure water is a neutral solution. It ionises slightly and releases an equal

number of hydrogen and hydroxide ions.

The water in an aquarium must be absolutely clear so as to allow
optimum high penetration. One of the ways in which transparency is
achieved is by means of filtration. There are three main types:

mechanical, chemical and biological.

5241/A 2003

www.xtremepapers.ned

71

148

212

273

346

419

496

565

633

672

742

789

863

893

973

1013

1080

1148

1214

1250


www.xtremepapers.net

TASK 2
Memo grom Su becc/u,o b Flora ‘{ou.ag Rg SM/P£
Use the hsading PROPOSED NEWSLETTER

Over the past Jeul months, we have fecieved many req_uesE (ff‘bm
wrilers and prospzch'ﬂe wrilers C%Jr news and u.P-l.'o-c(ate o
about wriling and waﬂésh' © Thefe appeass (b be a marfet
é’m- o newsletter which coudd include news, views and advice

about new publications and details about trends and
da_vdoppnwdb in established marfets throu_ghou.t' the

wordd.

The newsletter coudd he monthdy & slart with. Aler six
month we should be 1 a gc:f%&on, b judge whether ik

© Popu.fa.f eﬂou._gh b Con.ﬁrmf, or whether we should cha.nge
B b'L-mom&Lpﬁ of even q_uarferfg EC{JIL.OR&

T am mc,gosing @ Pam.fJMzE that T Picﬁed. up at Dubal

Atrpork on my retum, om london. This m gL\Ie ou
5orfte (dea tg’ what Iéam proPosLn:g. - I

Please qive this matler your atfenfion . Some AraGW: proposaﬂ s
d’or us b Lovk at &ageb&)zr would be asg)u.f. Please contact

e e o kg e s st v s
ﬂﬂ (S
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TASK 3
Use Pegk and rght
Double fdv.espac’m_g, except where Enclica.tej margins ‘g E
NEW HOME STUDY COURSE FOR WRITERS thioughout

Wrile is a Subsidiary o our ofg,

is-Pearl Group. It was set up to

enable people to acquire the expertise required for success in whatever field they choose.

Just Write céfers many [Gpes é i?a:h.h'g courses and Some cé’

these enable paople b study wherever it suils them: ot home,
et word or in o docal fc'br;@.

@eb this paragfaph 45 mm Jrom et '"“3,“9 :

The Home Study Course in Creative Writing provides proféssionaiiramme. This will enable

poeple to develop all the skills required to be a sucessful writer.

The course has been developed by profesionals. All are tutors who have previously earned

their living from writingD

gyare all very knowledgeable and can offfer guidance on every aspect because they have
explerienced for themselves all the difficulties encountered by the struggling writer.

sl and. 15 assignmenls

This new course consists of 25 study modulesl. each student will be given a personal tutor

who will be responsable for marking assignments and returning them to the student with a

report of the work submitted. All the assignmentsr;ive students very wide ranging

experience.

i
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Studenls will start with the
Rarticipants-begirat-thebegimingy

The course deals with every aspect of creative writing.
i that all writers neeed to know. They will learn how to develop their

imagination and create their own individual style. They will be taught how to write articles,

short stories _ , ——
poople-biographies, childrens stories and novels of all kinds. [F:or those interested in writing

about history, a special plot planner is used to show how to synchronise history and the

storyline. This planner has been designed by our staff and are patented. Advice is given on
other important as;pects, such as whether to use real characters from history. E\friting for

television can be very rewarding and there are two modules which will explore the writing
@o:ani noﬂ-Jict(.on, wdl be Cowierecl.
There & an opp

As well as television, writing for radio and the stage are also included. Studentis-are-giver-the

comedy and drama.

to look in detail at the work of journalists.

Essential topics such as@opyright and Iibelfand]how to find a literary agentJare also covered in

detail

Radio and television scripts are also much in demand as well as films, videos and stage plays.

The potential rewards|could be enormousffrom writing).

There is great demand from general interest, specialist and technical magazines for articles.

Editors of these magazines are constantly on the lookout for stories from freelancers.

g siftoms and series, a5 well asj

Once studenls have {earned how b wrile, they will be able b
make o feasonable fi\!irg as Cfree.fancers. Ik may be more
covenient dor them 6 word on a part-time basis so that they
can Conbinue (1 thelr Empfogmm.f:) fhu.s bnhgﬂ'l_q n
much-needed. earnings. As'thed experiance develops, many wrifers
dind they can concentrale Jull time on thur wrling.
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Students will also be given details on how to sell their wrok. Practical sugestions are given

and these

teh can make
all the difference between rejection and success.
irtd.f.ﬂdu.a.ﬂ ad.qf.ce, hﬂ.ﬂﬂ, _ b s
Our new course will provide[guidance and encouragement, Ne b‘-‘&-ﬂ-‘le .
the very best tuibion Jor wrilers. We hope b encourage

P’“F'Q"' é’fﬁm all over the wordd b parﬁ.'cipa& in our
Cowurses.

Please enuphas ise this Paro._gr@

Visit our website at www.justwrite.com for further details. ¥ou-may-e-RaHtts-ertaets-omn-ree)
wrle © us or
3366309, If you prefer, you may)telephone our Head Office in Singapore on (65) 3365390.

Training Departme@
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TASK 4

Letter b Ms Moy Moy Tan  BLR b

42 Ora.nge Grove 5q_ 50‘19{1130(6 027394
Our red “SKM/MY1 = Use the heading Crealive
Wriing (ourse

e
Mack  the ToP + d Co'oies Pfease - one or'
M (Ffora Young and one Jfor the ije
Dear Mrs Tan
Tt was s/erﬂ into.resbhg fo ta.w. 73 You fecent@_ﬂ at the

Piblishers Exhibilion on Senlosa. As plo ;
mcﬂx:ingsour brochufe which gives details o our Aull range

g home sludy courses.
Our naw subsidiary, Just Wite, s rapiddy expanding. »

The Pear? Group starfed ouk 5f feen years dqo as a 5r'n
pubﬂishar o&f' mdfeﬂsj slories. E{Je now Pub&'sh, boo’Bs' "
many Sulzjecf.' aleas, The Home St'udﬂ Cou!ﬁe " Creab.\le,
\AlrLUrL_q has been avadable Cfor on.ﬂ«_., a C{)&d months but afe

aifeaclﬁ Proving to be Very PoFu.ﬂcu'.

T uyou Sun or this course within the mext seven o{ast
ﬁu.y wiﬂ.ﬁgba ucﬁaé b toke a.d.\lantage gf a specal &e(‘.
Ths 6 a Jree appra.iSa.ﬂ cg up b 3000 words c{-f prose of
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120 ‘fines c[.f poeby which must be yowr own LIJOf‘E and
must not have been published Prevm&. Our tulors wibf
fead. H'Lrou:gh, Yours LUO("E and willd Prod.uce a feporé which
wll he sent b You within three weebs gf £z f'eCe{’opl'.

\I (s SFLC@

Susan K Mtlf:.'chip
7?a.£aLn._c} Depf
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TASK §
FOR COMPLETION BY

WORD PROCESSOR
OPERATORS ONLY

Please ‘g.m_.; in the d}u—&owm‘g fable and prat one co@

You May indude Aines # l‘ulu‘lﬂ t)g You wish .

SociAL CLuB EVENTS

EVENTS PRovisioNAL DETAILS LocATioN
DaYs DATES

YPuranak e, M Syl

Barbecue Saburday 21 June Social ({ub

Dinmer ond Dange Friday 8 July  Tropical

Countrﬂ Club
formal G'G-Qa. Baﬂﬂ SCLtLer.CIﬂ o Au_gu.sf 'ﬁe tiood.u)ood.

Croft Fair Jafurday 23 and Social. Club
and Sunday 24 Augusf

b September (entral

ing Expedili Saturd
GHDPP J Pﬂ == e SHOPPU'LS P@am
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TASK §
FOR COMPLETION BY

USERS OF TYPEWRITERS
ONLY

Please complete all seclions gf the attached Jorm)

Ms Alison Nuan wishes & encof on a Home SG.LAﬂ (owrse
in Creative Writing. Her tlephone number is 3-692844
and she {ves at Apt 52, Ruby (oust, 97 Nathan Road,

Kowfoon, Hong Kong

Miss Yuan (s (nlterested @ erﬁ}y Jﬁcﬁon but she does
not wish b recewve the brochure Concerning wor'ﬁshops,

Her date o bith s 3 Maﬂ 979
Her ertdl_g e;cfmrtence (s :

LArfLCfe, whife q student: November Pubfished. b‘cj Student
Buﬂin_g A Compu&r* A 2002 Magazine at
Guide Jor Be_girmers’ Llatuers'd.:.j

Alsons infecesls include Reading, travelling, wril:
mon:ﬂz&m::g@m eaduwng, lravekling, wriling

www.xtremepapers.ned
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TASK §

FOR COMPLETION BY
USERS OF TYPEWRITERS
ONLY

TELEPHONE NUMBER cucvnvausssimmsiamssssssssmus s s ks ie i aus i s ssasess
DATE OF BIR T H e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaeaaeaaaeenes
IN T E R E S TS i ettt e et et e e e

COURSE APPLIED FOR oottt eaeaes

PREVIOUS WRITING EXPERIENCE:

DETAILS DATE PUBLICATION (if any)

TYPE OF WRITING INTERESTED IN
(Please place X in appropriate box)

FICTION NON-FICTION

| DO/DO NOT* WISH TO RECEIVE THE BROCHURE CONCERNING WORKSHOPS

* Delete as appropriate

5241/A 2003
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CAMBRIDGE INTERNATIONAL EXAMINATIONS

Cambridge Career Award in Office Administration
Advanced Level

TEXT PROCESSING 5241/B

Core Module: Practical Assessment
2003

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
Local Examinations Syndicate
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GUIDELINES TO CANDIDATES

Time Allowed: 1% 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.

5241/B 2003

www.xtremepapers.ned



www.xtremepapers.net

TASK 1

Information technology is the term commonly used to cover the range of
computer and telecommunications technologies involved in the transfer

and processing of information.

A computer system consists of hardware and software. Hardware is the
name given to all the devices that make up the computer system. It is
the equipment you can touch and handle. There are output and input
devices. Output devices are those that enable you to get the information
out of the computer such as printers. Input devices enable you to put
the information into the computer. These include disk drives and
keyboards. Software is the name given to the programs, each made up
of a series of instructions, that tell the computer what to do, allowing the

hardware to do a useful job.

There has always been a need for accurate information that is also
current and reliable. Information technology enables us to produce

accurate data very quickly.

The cost and size of computers have decreased so powerful,
inexpensive desktop computers have replaced the more bulky
mainframes that were once used. Some of these were large enough to

fill a whole room.

Today, almost all businesses in countries throughout the world rely on

information technology.

5241/B 2003
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TASK 2

Memo Jom Puja Heung & Akii Rfh  Ref PHl7T
Use the hq,a,cl;.rg Regganse & Recent Ca.m'pa.gr_z.

T was Very pleased wun the fesponse b our advertissing
CO.J:JLPG.Lﬁﬂ, i-’an.P‘Q’che nabional press fask month. The Sales

e have been very busy with many enquiries é’rm aﬂﬂ parls
§ the wordd. T should be grafeful Y gou wouldd QFaLSf'E.
wikh Conrad Kapoor. He (5 feSPomstbfe é’or co—ord.mtmg

the ULr(8S. Please Com‘ai.ﬂe a reporf: with 'H'LC same
3orm?a5 &15‘? Beof. i mcﬁose a Copy r{g this Cfor 3ouf

inde.

Please ensufe that there afe Sné’n'ctenf: numbefs ‘é) ous
cusrent brochure. 137 You chrbﬁ, we need mofle Copie%
pflaase order them A’rom the Pr(nters. It 5 Very |
(mporfant that we do nok fun out as this would gue

the wlong ertpressiorz, %P the E%ﬂci.eacﬂ c{f our co.

The directors have decided & (ncrease all our prices
by 5%. Tt would be o gou could organise
the u.Pda.tirg ‘Ef our price -tist 50 that T can Present‘
it ook the next direclors meeting dor their appoval.

www.xtremepapers.ned
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TASK 3
Double fthﬁﬁpa.cin:g, excﬂ
Chu'e ndicated

TIMESHARE HOLIDAYS)

DIAMOND LEISURE HOLIDAYS LTD

Our company offers timeshare holidays with a difference. As soon as you purchase
(n our org

shareslyou become a partner. Each share is worth ten points that can be exchanged

for rent-free accomodation in any of our resorts. The shares are yours to keep for all

time and can be resold, let or transferred tfor a nominal administrative feefto your heira.

Nou will be able b enjoy great gfextbgﬁ_b__,
We-are-stfe-yor-wit-have-a-very-geed-time using this scheme.

your points within one year, the remainder may be carried over. You will then be able

If you do not use all

to use these leftover points during the next five years. After this time they will be lost.

Likwise if you need some extra points you can borrow them from the following year.
Thset thes Pamgrafah 40 mm Cffom f%?ﬁ ma.r@

Your family and friends are also able to use points if you are happy to do this. You

must thirk-about-this-very-careful-beforehand-ande remember of course that you will

not be able to make use of points sacrificed in this way.

5241/B 2003
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(1) hebidayvillages indoor and. ouldoor heated swimmiag poots,

Our leisure-centres offer facillities such asLsaunas, fitness areas, tennis courts, and

sea.

Our travel stall can booB your
&Qghls (00 ﬁ wish . 4

oudd Libe
is from the
@

gty gy

comfort of your own home. @e set up our own feurst-serviee two years ago and this

has been extremely sucessfui?They will be happy to arrange car hire for you and-beby

sitting-can-be-organised-but-this-is-expensive. They can also organsie your transfer to
J which afe organised by our repfesentatives,

and from the airport. During your stay you may take advantage of coach tripsLto

nearby places of interest. A Ca‘Pour cat _gL\Ies Juﬂ? Lrtfo on these
tours as well as a dofailed chscriptf.on, tg every focakion .

To allow us to process client’s bookings our office is only open during certain hours.
Outside these times you may reserve your apartment by telephone, fax or e-mail. we caanot
gntee Your J&SE choi.ce., Parti.'cda.( -?5 ‘J Hou uJiSh, to g0 m.da.ﬁ

(We-advise all cliennts to give us a wide range of venues and dates. We will do our

best to try to ensure you are not disapointed. Booking forms can be found inside our

brochure. GELS secbon @ 5131.922 ﬂhespacmg

5241/B 2003
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In the unlikely event that all the dates and resorts on your form are fully booked, we will

offer you an alternative.

@:se emphasise this m

You may send your completed form to us up to six week before the deadline dates. It

will not be processed by our computer staff er-the-day-i-is-received-By-u6 until the

office closes.

At the end :{ gour st'a.g you wdl (neur misc cha.rges Jor
ceemmg and e.ﬂecfrccc.ty

You will be informed of the actual feees in plenty of time before you depart so that you

can easily budget for them.

Once a year you u.xﬂl a.ﬁso have b5 Pa-g a moa[esf amowtf per

sha.re in order
which-are-ssed to maintain and update our prop;erties. Brief details of these expences

is listed on the last page of our brochure.

5241/B 2003
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TASK 4

lettar & Miss Nancy Chiow 15K No 53 Chung-Shiao W RD

Sec 1 Taipei 100 Taiwan ~ ROC  Our ref PH[TT
Use the heading TIMESHARE HOLIDAYS

: Reber Foo
C ~ URGENT) |ToP+ Q copies szease - one Aof
Mard this URG 1 orLCOPe &gr 00, Cf

Or Miss Chiou

Thank you dor gour Retter, which T receeved this moming, . fesponse
) owg recent ad\Jertierg CamPa.i:gn, T am P.'Qea.se_d. t enclose our
brochure. This (nludes detaids # ouws timeshare hcr&daﬁs

Unlike many simidar schemus, oUrs s a Cffexhbfe 5_95fem and
is avalable v numaous counlries. You are not required b
Pu.rcha.se a Profw’fi.j (for the Same Lu-ébﬁ each fear. Once You
have bought Shares gow become a Fau’[her and afe allocaked a
umber of holiday poinfs. At present one share is worth

Cen polnts. ]3 You afe able b ho-fidaﬂ durdig the fow
season, fen poinls would enable you o hotiday Jor one

week with only Jlighs & pay for. You would choose the
focakion and the tine durirf_g &gtf fow season C%r yous

holiday

A proparties are Jully equipped. and provide o Nigh
5tandasd. cé] accommodaktion | @?ipérg up o eqht pﬂ-opje.

www.xtremepapers.ned
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Please contack me as soon as poss tf Yu wish b
book a ho‘f«:ciaﬂ in the Aow season.

Yours  snedy

P{_Eja, HELLQS
Overseas (onsultant

www.xtremepapers.ned
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TASK 5
FOR COMPLETION BY
WORD PROCESSOR
OPERATORS ONLY

Please ﬁeg in the ch{’owi.ng tal.bfe and print one copy. ‘/ou)
may include Lines 3 rulm:g g You wish.

TIMESHARE HoLIDAYS STit. AVAILABLE

TPe OF ProPERTY  NuMBER AccoMMODATED LOCATioN DETAILS
Town|CiTY  CounTRY

Nille 8 Kthﬂﬁlbn, Jamaica
Apartment 5 New YorR  USA

Cmt & Lucerne Switzeclnd
Lodge b An.g?eseg Wales
Vilka 8 Benidorm ~ Spain
Chalek 5 Avgron.  France
Aparlmaent 5 Pa.phos Cgpru.s
Chalet b Stirﬁhg Scotland.
Apo.r trent & Nashmgqu USA

www.xtremepapers.ned
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TASK 5

FOR COMPLETION BY
USERS OF TYPEWRITERS
ONLY

@eaﬁe Com.p«ﬁete a.u Sectt.on,s cé} the Jorﬂ'tj

Ms Na.acs Slamet s wlerested @ a tmeshate ho‘&'c{a.g.
Her 3&5& choice venue & Jamaica. and her second
choice 5 New Yor®. 5She wlld fequire the proparly
b be suitable é’or a (O yeas o&i wheeﬂcha.i.r user.

Ms Slamet would ke & receive detuils Coverng
Jlghts.  Her address 15 T? Jend Sudiman Kav 53-53,
Takarta 12190, Tndonesia and her tilephone number

5 Q& 52l b98I.

She proPoses b ho‘&da.j n December 2003. She saw
an adverlisemunt (n « magazine when she was n

Tmpu. ot business Last menth .

Ms Slamet would Prife_r accommodaktion n an
aparfment

www.xtremepapers.ned
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TASK 5
FOR COMPLETION BY

USERS OF TYPEWRITERS
ONLY
BN oicinnusimnscamsmmmomsmsssinss s s s oS s o s s AR 1 SO A b
ADDRESSE ......oconermemsssonsmmmmsssasssssssensssssssenessasnsssastssssssnnssssasessasonsspresassssssonsfnosbes sHAs a4 1353000
TELEPHONE NUMBER: ..o s s ovis S s as s
HOLIDAY DATES PREFERRED ......oiiiiiiiiiiiiiii e
VENUE
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