UNIVERSITY OF CAMBRIDGE INTERNATIONAL EXAMINATIONS
General Certificate of Education Ordinary Level

COMMERCIAL STUDIES 7101/03

Paper 3 Text Processing
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2 hours
Additional Materials: A4 plain paper (9 sheets)
Cover sheet to indicate typewriter or word processor used

READ THESE INSTRUCTIONS FIRST

You may use either a typewriter or a word processor for this examination.

Write your Centre number, candidate number and name in the spaces provided on the cover sheet.
Answer all questions.

Type your answers on the separate paper provided. Start each question on a fresh sheet of A4 paper.

At the end of the examination, place your answers inside the cover sheet and fasten them securely
together before handing them in.

The number of marks is given in brackets [ ] at the end of each question or part question.

Insert 1 is for use with Question 3. Two copies of this insert are enclosed.

Insert 2 is for use with Question 5(a). Two copies of this insert are enclosed. Attempt this question only if
you are using a typewriter.

You should read through the paper before answering the questions.

The businesses described in this question paper are entirely fictitious.

If you experience any fault with your typewriter or word processor, tell the invigilator immediately.

INSTRUCTIONS TO SUPERVISORS

The typed Accuracy Test (Question 1) must be attempted first and collected at the end of ten minutes.
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1 Accuracy Test

Produce the following passage in double line spacing.
You have 10 minutes for this accuracy test. At the end of this test your work will be collected and
returned to you at the end of the examination. [10]

CLEAR WATERS CONFERENCE CENTRE

Set in a park-like garden in South Pretoria, you will find yourself close to most
attractions. There is easy access to shopping malls, restaurants and theatres.
Overlooking wide avenues of purple flowering jacarandas the conference centre
provides a perfect setting for a wide range of events and meetings.

Whether you are planning meetings or conferences, we can accommodate up to
200 people. With our friendly service, Clear Waters Conference Centre is the
perfect meeting place. Our experienced hotel catering staff will help you to arrange
your next conference, meeting or social event and can design an event tailored to
your special requirements.

Equipment available includes built-in and portable video facilities, overhead
transparency projectors, data projector for Powerpoint presentations, built-in and
portable 35mm slide projectors, projection screens in each room, printable
electronic white boards, extension cords, power boards and pointers.

For a limited period, we are offering special discounted rates for the Tiered Lecture
Theatre for events throughout June, July and August 2007.

Whether you want modern conference facilities, team-building challenges or just
want coffee served at the right time, we will do everything possible to make sure
things run smoothly.

For further information, bookings or brochures, please contact the Conference
Centre Supervisor.
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2 On asheet of A4 plain paper, display the following for the Staff Notice Board.

Make all corrections as indicated. Do not rule the table.

[20]

larqer Font

Staff Notice — Sfac.ecl c«.fs-!' cenkle

o

Holiday Rota - Summer 2007 =7 C a?s 4 centle

As explained at the last monthly staff committee meeting, the leave yr normally runs

from 1 October to 30 September and annual leave entitlement can be found on page 12
in the staff handbook.

)

When ac“,j Q\SM’ 3 leave alb skaFF must Eake annval "\c'\"dads

ok Eimes aﬂgrouo.d bﬁ o\o,farkmexd:aL manage s and & shd be
noted that no leave can be btaken until ?erm\ssior\ has bn
Qiven. This means that you may be required to take, For
example, 5 or mofe days leave ak Christmas or some
okher period when theVCanfatence (enkle 18 c,‘csed)

C
Managers who require support staff over the holiday period are requested to make their
requirements known to Personnel Department no later than 5 days prior to the holiday.

In order to assist me in planning next year’s holiday schedule, given below is a list of

staff names, job titles and holiday entitlement for staff whose holiday request forms are [
outstanding.

e\oé,&e \ Name Job Title

Holiday
Entitlement*
s o '
()ﬁm\‘jm? Avsust'mc, NKalu Recefbon\st Yo d(ﬁ
Thetega Kusa Reskavtank Assistaat 3¢ *©
?3' 9 E\@Qnﬂ— Musama Sa\as‘fvents Officer 20
E % mrhor\S'\nQ, Nh\Jd- E*}\‘-b'\\'..mn ASS\S‘I(N\E 20 =«
<
::'5 & C'-H)cft NSun33 Events Co-ordinatoer 15
<\
<3 Matthieu Musanda Head House KeePar 15 .
Z w
w % Nonie Tshibola D\arj (o-ordinabor 1o ®
?—_ 4
¥+ O Sandfine Lusaka Functions Pssistank A0
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* When | ecave hasg ba-?-n arrrovad, manajefs
ghould inhal and date. bhe leauve card
and fForwanrd ke a\'ired;lj to H\z Con Ference

Co.n-l:fa. Sure(u‘lsor‘ For Qntr:j onto the
‘\o\io\c}j P\anner. “The leave card wl

Ehen be rebturned Eo Ehe member of

staFF concefned .
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3 You have received a letter from Miss Zelida Zimba of Pretoria International Sports (PTY), 23
Castle Street, Pretoria West. She wishes to book the Clear Waters Conference Centre for
personnel managers.

Using the headed paper provided, compose a letter from the details below. Use today’s date and
the reference CClyour initials. The letter will be signed by Ms Comfort Chibanda, Conference
Centre Manager.

Thank Miss Zimba for her letter which was received yesterday (use correct date).

Tell her that as requested in her letter, we have booked the Heritage Suite for Friday,
20 February 2007 for approximately 20 delegates.

Mention that a buffet lunch will be provided as requested at 1230 hours.

Tell her that special discounted rates for the Heritage Suite are available during the months of
January and February for delegates of 20 or more.

Ask her to let us know the number of delegates attending the conference by the end of
January.

Point out that we can offer a variety of equipment for the day and mention that technical
assistance will be available.

In the final paragraph say a brochure is enclosed showing details of technical equipment and
conference fees.
[30]
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4 (a) Produce the following memorandum on A4 plain paper.
The memo is from Personnel Manager to Departmental Managers.

Use today’s date and the subject heading HOLIDAY ROTA.

In response ko my fecent memo rg.jardin\cj
skaFF ho\‘na\qjsl I have gbarvbed b complete
the holiday roba For 2007.// Wil You please
maKe sure bthat Your stafF have comple ted
their \'\0\\0\0,3 ro_(vuesl: formg b\j the end of
Té&nuo,cj 00T,

¢ we have any ho\\da\(j clashes remembor that
job Srag\e_ kakes fmfor‘-lj over lenatk of
service and {:r-d to ensure khat gstaFF wikh
chitdren are alloecated school hol'tdaJs i\F
T’Q‘\,MS':‘?—"‘- will you write amemo
T¢ Lthere are any Fmb\ems[ ko the member of
skafF concarned, In&-‘tca,t'ir\j uwhat 18 wrong
Wwih Ehe recvueshed dates ar\o\'ask t‘f\ﬂmy
ko Submit new hol’ a\aj dates in cenjunction

with their colleagues.
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(b) Produce a copy of the programme for Personnel Managers on A4 plain paper.

Leave at least one clear line space between each time. [10]

CS —7 COn Forence For Human Resources qujers (/gm“’
del on 2T Fg,bfuo.r:j dooT

in Clear Waters Conference Centre
Hert l:ase Suite

boe. At 1e00 hours
too0 hovrs Qo,s‘l stra:\:‘n on
le30 hours Wealcome and ;‘n.troduol::on

Potmneile kﬁa&:itSoe,, Conference HanaJeI
lon$S hours Condithons of o,mf)\gj menk
s hours Reéf&skments
1130 hours Poli cies and frocedu(‘es

1230 hours l_unch |
Recruibment and s.e\@ ,

1330 hours -

(k30 Nours P comotions and (ewards Fo@

1530 hours G clevance and d'\sd‘f)\?&arj
Procadures

V630 hours Re fresh ments
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5 (a) FOR COMPLETION BY USERS OF TYPEWRITERS ONLY.
Use Insert 2.

If you are using a word processor, go to Question 5 (b). [20]

-

@ comPlel:a all e ome of bhe attadhed form

ConsVioe Moanda would ViKe Co take 3

Consecs bive waeeXKs hcﬂ"adaa b attend har

G\qoﬂhfar's Luidcl‘u\\(} tn Amer‘ic_a.

H;(Io\aﬂ detailg -

"S" wee K 2 ’JU‘\‘J 20077
Qm‘ oee kK, C‘ CRIJ 20077
3”‘ J;UQ,Q/K \b :fu\\.j Q~0°7

Emp\?q menk cle,ta:\s N

M
Clecicod Of€icar n Efﬁﬁ—ﬂ—eg D&Par'}mo.l\‘*‘

/\S 9 \\chs Service and 2 do'jA ho'l\dc:j enkitlamenk

Hc\‘:c\ctj dates have boon C{j{&ed lﬁ
Da,FarW\hd HMDUM

l Do NOT SiGN ok DATE THE FORYM \
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(b) FOR COMPLETION BY WORD PROCESSOR OPERATORS ONLY.

If you are using a typewriter go to Question 5 (a).

Set out the following table using A4 plain paper.

Rule as indicated. [20]

aC)‘ SM

%o\&

/

Public Holidays tn South Africa Wi
¥ O\

Hol' dag 2007 | 2eee

New Jear Daq’ I Jan I Tan

Human Q;.ghts Pay 21 Har 2 dur

Good \:r“«a\a:j 6 Apr W Ape

Fam'.\\\j Day 4 Apr \7 Apr

Easter Hondu.j a Apr " Afr

L;bub Day 27 Apr 27 ”pr
~/—-)Najdanai, Women's D,,L:‘ 31 My 31 Hay

Y oubh Daj L Jun it Jun

Her i:aje Day 10 ock 0 ock

Reconc’ liakion Day b Dee | ‘o D2c
Chriskmas Day 25 0ec | 2502c

Oay of (ood Will 26 Dec | e Dec

B b

O T
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Permission to reproduce items where third-party owned material protected by copyright is included has been sought and cleared where possible. Every
reasonable effort has been made by the publisher (UCLES) to trace copyright holders, but if any items requiring clearance have unwittingly been included, the
publisher will be pleased to make amends at the earliest possible opportunity.
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