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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.
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GUIDELINES TO CANDIDATES

Time Allowed: 1% 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 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.

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

Bidding at an auction sale can be great fun. However, sensible limits
would need to be set before starting to bid. Otherwise you could
purchase something that you do not really need. It is also likely that you

could pay a great deal more than something is worth.

Planning before going to an auction sale is vital. You will need to bear in
mind that you will be expected to pay for any purchases before you will

be allowed to leave with them.

Before attending the auction, however, ensure you find out when the
items to be sold will be on view. It is worth making a special journey to

view items the day before the sale.
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TASK 2

Type this memo - correct efrors within
Ciurcled words

To Foo Kheng Yan

Fﬂom Sophg Abﬂe
Ref  5A[bb

fost_of Administrative Officer

T refer b our M in your office esferdmj aﬂ'cmooa. T
confirm. that Joshua Armifrage (have wﬁor'&ed. as an Administralor

in the Accounls Office for over fio years and is very Feen 5
gain Promoliou.

T am Very impressed with worf. He is always
Puncma.ﬂﬂ andP Produces work of a very high sfanda.rc?.ﬂ

T have no hesd’al.'i,oq, at ol 0 (ecomm.eno(ing him & You
:for the Po‘sl: qF Adminislrative Officer in the Sales
Depa.rtment.

-l
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TASK 3

@e this repor(: in doubfe fine spacing. Correct efrors withuin
cireled words

CHIEF EXECUTIVE’'S REPORT .
at our oﬂ: ices 9_.3.?_29.@4, @

| am very pleased to report that all building work[ has now been finished. AII

workers have left the premises and all that remains to be done is for carpeting to be laid. E

am sure everyone will have noticed that we have changed some of the grounds into a car
Tt became necy
park. #-was-imperative to provide more parking spaces toextra staff vehicles.

Our business has vastlyduring the past six months. All departments are

undertaking more work as a resuD

Recruitment of new staff is continuing and should be completed by the end of ne

Our senior have held discussions with the lbus’ local?companies and-tedd-drivere.

They have agreed to provide more buses, especially at the beginning and end of the working
day.

Finally, | would like to thank all staff for theirand co-operationy. All the directors are

aware of the difficulties that were caused by the building work.

@ the past sex mon@
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TASK 4

'@p;. thus Letter - correct errors wuthin
words which have been circled

Our ref  KN]jet

Mis Susante Goh
Apastment 29
Bubit BatoR Street 5

5in30.':ore 650205
Dear Mrs Goh

Thank ou for sending your compleled ieafon. form for
the Pogl: o}f A&nmaave nggf in oauirffSafes D{pa.rbnenf:.

We will be carrying out securily chechs within the next ltea
o[o.i.’s. Details Qf these chetLﬁs are enclosed for 3ou,f
mformaﬁon,. After these have been comPfetcd,, we infend b
invite (Successfutd) applicants for inferviews. These will
be hel our Head Office in Exeler Rd.

T should be gro.tafuﬁ “‘Lf[gou would send copies of ol your
P

certificales, incd the lext focessing and shorthand
examinations you have passed. These should be sent b
me immed. ~Houeves, origmaﬂ cerﬁf[ca.fes should not be
sent.

Nours Snoeﬂ

Kelvin Mg
Personnel Officer
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TASK §

Dis this agenda, using different forms Ja‘}[
em:ﬁ:.ﬂsis ; 3Centr&13 ) fonl' stjfe/size,' «s,

e
botd, undﬂéling, capitolisation ele.

Nolice of Méeﬁn.g
The Annuol General Meefing

of the

Childrens Hdpﬁne Cha.rl@
wdl be hofd on

Frirf.a.y 19 November 2004
ak 1930 houss

in the Music Hall
Agenda

| Apofogies for absence

2 Minules OJ: the previous AGM
3 Matters arising

4 Chavirperson’s re'oorl—

5 Secre ys re,oorl'

6 Treasurer's repor(:

1 Aﬂg other I)LLSUICSS

University of Cambridge International Examinations is part of the University of Cambridge Local Examinations Syndicate (UCLES) which is itself a department of
the University of Cambridge.
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UNIVERSITY OF CAMBRIDGE INTERNATIONAL EXAMINATIONS

Cambridge International Diploma in Office Administration
Foundation Level

TEXT PROCESSING 5221/A

Core Module: Practical Assessment
2004

1 hour 45 minutes
TUTORS' NOTES

READ THESE INSTRUCTIONS FIRST
This set comprises:

For the Tutor
Tutor Guidelines

For the Candidate
Instructions to Candidates
Guidelines to Candidates

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.

This document consists of 2 printed pages.

UNIVERSITY of CAMBRIDGE
International Examinations
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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

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.

University of Cambridge International Examinations is part of the University of Cambridge Local Examinations Syndicate (UCLES) which is itself a department of
the University of Cambridge.
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UNIVERSITY OF CAMBRIDGE INTERNATIONAL EXAMINATIONS

Cambridge International Diploma in Office Administration
Foundation Level

TEXT PROCESSING 5221/B

Core Module: Practical Assessment

2004

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.
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GUIDELINES TO CANDIDATES

Time Allowed: 1% 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 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.

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.

© UCLES 2004 5221/B 2004
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TASK 1

One of the best things about cruising is waking up in a different place
each day. Booking a cruise is very easy. The telephone number of the
cruising company can usually be found on the front or back cover of its
brochure. You can telephone the company and staff will confirm your

booking immediately.

However, you may prefer to use the internet to make a booking. Most
cruising companies have this facility. It means that you can access their
website out of usual business hours. Payment of a deposit can be made
by credit card. Some people are concerned about using this method of

payment and prefer to pay by cheque.
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TASK 2

@ thie memo - Correct efrors within circled words

T AL Staff

Fom Zara Ahemed
Ref  ZAfstaff384
Flexible Worfing

At the {ost 5taﬁ Meeﬁng ¢ was Pro,:oséd. that the co
should consider th_ﬂ: u)orging f(exi.bfe hours. Tt has

heen decided that some emplogees should be ashed
b bke farf n a PJol: scheme.

Each de_,oarfmmb is & hotd an informaﬂ meef&zg witha,
the next fou,r weebs, Al Sﬁf wll be wnviled b jisle

ther views. When ol the facls are &noum/ 1 ho;aed.
that some (entpfoaees’l wdl agree o taBe part n
the pilot scheme.
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TASK 3

mork in double line spacing. Gorrect errors within

circled words

FLEXIBLE HOURS OF WORKING

A system of flexible working is being considered by the company. It is proposed to

the
enter into full discussions withrepresentatives in the very near future. erthe

meanfime

time-being staff may wish to consider the benefits and disadvantages of flexible

working. Line Managers have been provided with full details and will be able to

answer questions from(olleegues). Eepartmental meetings will be held over the next

four. Staff are invited to attend thesel. It is hoped that some volunteers will

come forward to take part in a ‘ scheme $pilot’.
D i g o e r0sled

their desks-er-ether place of work from 10 am to 4 pm each day.D

Qremaining hours to be worked may be chosen by employees. All managers will

east
'draw up a rota to ensure thatLtwo members of staff are working in each at

alifimes)
@d&cuss the ProPosa.f
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TASK 4

7§ this letter - correct errors within w@
wﬂd\, have heon cucled
Ouwr re_F SB/ Rash'ui/ 19

Mr Abdur Rashid
Po Box 92

West King Fahd Rd
Rigadh 1420
Saudi Arabla

D Mr Rashid

Thank You for your Letter this morning. We are
Pﬂmﬁed, b quie” some  injormation on the tm.i.nmg
plogrammes — we offer. afe desi._qrtccl. bj our slaff who

afe well cLua,Qi.jlai and vely exfea'enced.

We moke great effors b ensure that alf traim'ng meels the needs
cJ: the co and the indvidual. Each programme
inddudes advice and gquidance sessions.

W - us brochure which contains {ull debails o
o:r 'Ernmueé ;ro_qrammes. We would be fffn.ased. b +

come & gour offices b your needs. In the

meantime Y dou need urther iformaltion, please
Lot me 'gngcw.‘jo “y ¥ f Pf

Youss sincereaﬁ

Sobia Bosnich
Fain'mg Co-ordinalor
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TASK 5

Dispfa;j ths nolice, using different forms gf emphasis;
centring, ize, alics, botd, underfining,
e £ Sy

Flexible Training Rogrammes

Available ot your premises

T ou putpose- buill training fooms

A ide ange of subjecls s availible inchiding

Health and Sa

Stress Keduc 'fftﬂ

F&XLBJJH n Nof‘&éﬂg Hours
Emergency Drills

Advice. and Guidance Sessions
Locad No( £Ln5 Pracliu;es

Team B

(ontact Sobia Bosnich fba(aﬂ

University of Cambridge International Examinations is part of the University of Cambridge Local Examinations Syndicate (UCLES) which is itself a department of
the University of Cambridge.
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UNIVERSITY OF CAMBRIDGE INTERNATIONAL EXAMINATIONS
Cambridge International Diploma in Office Administration
Foundation Level

TEXT PROCESSING 5221/B

Core Module: Practical Assessment
2004

1 hour 45 minutes
TUTORS' NOTES

READ THESE INSTRUCTIONS FIRST
This set comprises:

For the Tutor
Tutor Guidelines

For the Candidate
Instructions to Candidates
Guidelines to Candidates

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.

This document consists of 2 printed pages.

UNIVERSITY of CAMBRIDGE
&Y International Examinations
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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

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.

University of Cambridge International Examinations is part of the University of Cambridge Local Examinations Syndicate (UCLES) which is itself a department of
the University of Cambridge.
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