
CAMBRIDGE INTERNATIONAL EXAMINATIONS

Cambridge Career Award in Office Administration
Foundation Level

TEXT PROCESSING 5221/A

Core Module:  Practical Assessment
2003

1 hour 45 minutes

Additional Materials: Letterheaded A4 paper

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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5221/A 2003

GUIDELINES TO CANDIDATES

Time Allowed: 1¾ hours

Please read the following instructions carefully.

1 You must read, and listen to, all instructions carefully.

2 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.

3 Task 1 – Speed Test: this will be a 5 minute copy typing test – the speed will be calculated up
to and including the 6th 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.

4 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.

5 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.

6 Calculators, calendars, English and mother-tongue dictionaries, thesauruses, spell-checkers
and manufacturers’ manuals may be used.

7 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.

8 Correct errors within the words which have been circled.

9 Insert today’s date on letters and memos.

10 Please insert your name, Centre number and task number at the top right-hand corner of each
piece of work.

11 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
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CAMBRIDGE INTERNATIONAL EXAMINATIONS

Cambridge Career Award in Office Administration
Foundation Level

TEXT PROCESSING 5221/B

Core Module:  Practical Assessment
2003

1 hour 45 minutes

Additional Materials: Letterheaded A4 paper

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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5221/B 2003

GUIDELINES TO CANDIDATES

Time Allowed: 1¾ hours

Please read the following instructions carefully.

1 You must read, and listen to, all instructions carefully.

2 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.

3 Task 1 – Speed Test: this will be a 5 minute copy typing test – the speed will be calculated up
to and including the 6th 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.

4 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.

5 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.

6 Calculators, calendars, English and mother-tongue dictionaries, thesauruses, spell-checkers
and manufacturers’ manuals may be used.

7 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.

8 Correct errors within the words which have been circled.

9 Insert today’s date on letters and memos.

10 Please insert your name, Centre number and task number at the top right-hand corner of each
piece of work.

11 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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