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Cambridge International Diploma in Office Administration
Standard Level

TEXT PROCESSING 5231/A

Core Module: Practical Assessment
2004

1 hour 45 minutes
Additional Materials: Letterheaded A4 paper
Memo paper
Plain A4 paper
Envelope or label

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 9 printed pages.
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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 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.

9 Number second and subsequent pages of any document.

10 Insert today’s date on letters and memos.

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

12  Assemble your completed work in task order.

© UCLES 2004 5231/A 2004
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TASK 1

Many business owners have recognised the vital importance of
computers in their organisations. When having to input data, most
companies choose to use computers to do this. Data can also be

updated very easily.

Repetitive tasks can be undertaken, sometimes with the press of a
button. It is not only owners who benefit. Staff also have the benefit of

using computers to carry out repetitive and boring tasks.

One example of a repetitive task is the mailshot. This is a letter that is
sent out to many people. Each letter is generated by the computer to
look like an original. Years ago this letter would have been produced by
a typist. He or she would have taken many hours to type the same letter
a hundred times, using a manual or electric typewriter. Any errors made
would have been corrected using a pencil eraser. Today a hundred

letters can be produced quickly.

© UCLES 2004 5231/A 2004
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TASK 2

To  Rebecca Cofeman

From Im. Duleio
Ref Tpf42
OPENING CEREMONY

We have hod a good fesponse fo our adverfisments for slaff.
Most of the vacancies afe for caleing and leani
assistants. Talerviews will be he&lg next week.

We now need b orqanise the o 'mg cefemony, Please 36/@
some thought as b;q who we com ash b doﬂthis. Lecla
has sugqested. a Local 5porl'5furson. Per/mps u coukd
discus “this with her and Aet me frow what you
decide .

T shoudd like b invile applox 60 3uesl' b the tefemony.

Catering Staff need &b plan a varely of food (o
ucomo%a&ﬁcfh& neran of ,cneo,wee.9 P [fa%f: det me have

yous guzsl:’s names as Soon as POss.
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TASK 3

Double dine SPadmg, excepf where hd,ica@

MANAGING DIRECTOR’S QUARTERLY REPORT

{l'rlSel: this Pa_ragfa,Ph 55;1—;1 “Frorn &f& maf@

During the last 4 months we have enjoyed extremely high profits

in Hong Kong
finaneiayear. Our new centre I_has made an excelllent start. Already record numbers of

people have used the facilities available at the centre.

isufe-tentfes One of the
We have new bowiling-alleye opening in various cities throughout the world . Fhe-firsHeieure
fiestk & be om will be
¢ i& in Singapore. @e building work is well ahead of schedule. The

builders are due to leave the premises in 2 weeks’ time. They hope to have finished all

work, including complete intemal decoration, before then. Pre a5 Cover Gg e is

bei .
opening cefemony 4 the “3 esconged

We now need to concentrate on the[Singapore centre. We are considering asking a famous

sports;person to perform the opening ceremony.’A buffet with food and soft drinks will be

organised. Full details conceming the ceremony will be announced within the next few days.

{Tﬁfis paragraph n s'mgfe fine smcmj

The Staff Suggestion Scheme has only been in operation for 2 months. New parties for

children between the ages of 4 and 14 commenced this wiek)

We think that our inclusive fee hs very competitive] per childl and parents seem very

pleased. Many have commented that they think they are geting excellent value for money.

We have also set up a new telephone line for parents seeking advice on arranging childrens’

parties.
We have ajread.a fecewed.
many excellent ideas.
© UCLES 2004 5231/A 2004
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The directors would be pleased & heas from,
Foar-Loaders-wish-to-roceive-imaginative-ideas-from-

any members of staff with imaginative

ideas for attracting young people.

| am very concemed that we do not appaer to be attracting young-children-and-mest

importantly teenagers to our centres. Figures for the first quarter of this year show that

attendance figures for the age group 17 to 30 are poor.
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TASK 4

Please FroJ.u.ce an en\!eeop.c or {abel a.difessed@
Mr Anfonﬂ Chu

Our ref AS/CS] 50

PERSONAL

Mr An(’onj Chu
Apactment 12
98 faadise PR

Sinﬂafo(e 650294
Dear Mr Chu
Job Agpﬂcaﬂom

I acknowbedge reciept of your recenk Letter. Nou asfed for
info about o Posi.l:iorf as ghzf ab our new feisufe centre.

We p-ea.rt & opens in. about bwo months’ time. We will be

ho‘ed-iﬂg inlorviews over Severaf 5 sfartc}'g next‘ Wed..
There afe still some vacancies ia-j the (alering Seclion. T

enclose a Summary sheet which {isls these. Please Let me

kaow if you afe inferested in any of these posts. T will
then arrange an infeview for you.

Our e is the {argest in the Leisuse uw(us@ in South East
Asia. At present we have fuﬂ and /Ja.rl' time ,Doslé. We
offer training b all new staff

© UCLES 2004 5231/A 2004
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8

If gou  would Lhe an ir},formaﬁ chat Concerung any
of the vacant positions, please f&&fhoae Kuble Suvinder.

Nrs sncly

Asma Sicaj

Assistant Rrsonnel 0 ficer
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TASK 5

Display this nolice, using different forms of WB@

centring, font s e/size, ifalics, bofd, und.er&nmg ,
3 § tﬂﬂ Ca.thalisaLbn, ele

Koudoon Gﬂmnasi.um

al 'Eudj:th Street
Ted €52 22070676

Toin us foda._«j on defth Slreet
Our well- eq_ujﬁaed_ gym overdovks the fark
We have

new Cfoss-lrainers
bikes

steppers

J'oggefs

fowers

A range itness classes for all sizes and all ages
is (:?axfﬂ ab ol ﬁmesf E

Vast sebeckion of weighls and fesistance machines with
our expert stoff b advise you

Our ‘L“-ﬂw feam of instructors will wor out a
Pﬂfﬁonnﬂ pfogramme for you

Cald us on the above bﬂa'ohone number or call in lbda:,

for a free assessment session
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UNIVERSITY OF CAMBRIDGE INTERNATIONAL EXAMINATIONS
Cambridge International Diploma in Office Administration
Standard Level

TEXT PROCESSING 5231/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
&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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UNIVERSITY OF CAMBRIDGE INTERNATIONAL EXAMINATIONS

Cambridge International Diploma in Office Administration
Standard Level

TEXT PROCESSING 5231/B

Core Module: Practical Assessment
2004

1 hour 45 minutes
Additional Materials: Letterheaded A4 paper
Memo paper
Plain A4 paper
Envelope or label

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 9 printed pages.

UNIVERSITY of CAMBRIDGE
‘%) International Examinations

IB04 01_5231_B/RP
© UCLES 2004
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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 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.

9 Number second and subsequent pages of any document.

10 Insert today’s date on letters and memos.

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

12  Assemble your completed work in task order.

© UCLES 2004 5231/B 2004
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TASK 1

What would you do if you were at work and saw a fire? Would you try to
put it out? Would you do nothing? Or perhaps you would shout to

colleagues?

It is better to be safe than sorry in this situation. Raise the alarm
immediately. Try to remain calm. Leave the building by the nearest exit.

Do not run or shout. Try not to panic.

When you start work with a company, you should find out where the
nearest assembly point is. This information should be given to you
during your induction course. If not, ask your supervisor or colleagues.
The fire alarm should be tested regularly. You will then become familiar

with the sound it makes.

What you do when the fire alarm sounds will vary according to where
you work and to the rules of your organisation. Make sure you are
familiar with these rules. You will not have time to find out what they are

when the alarm sounds.

© UCLES 2004 5231/B 2004
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TASK 2

To  Tvor Wlliams
F';om. Da;F_ng. J'én,z,m_s

Ref D7 /hu)
Next Month’s Presentaltion

I am very Pfeased, that Mrs Chen has agfeeal o give a
presento.ﬁom on her word in China.

Please ensure that a ko compuler with presenfation
SQFtwoJe and o suilabl e:Psfreen {; availabl erbr her use.
You may rememher that we had numerous complainls
fast month. Members could nob see the presentatwn
because the screen was o small. Perhaps it wdl be
necy for us b hire a farge screen?

T beloive that our memhers wll be very mtérgstéd, n
Mrs Chens’ Presenta.tion, and T am sure it wcll be

very sucessful. I Rnow we are ol doohing forward
bo “meeling her.

© UCLES 2004 5231/B 2004
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TASK 3

@e &'nespaci.ng , except where thd.ica,@

THE GIANT PANDA

@sel: thes Pa!agfaph 35mm from feﬂ: ma.rg@

The giant panda has been in exis.tenpe‘for over 2 milllion years and is one of the oldest
China is it's only natural home.

mammals on earth.

{arge bear-like @en they afe sich or ofd

These’[creatures stand at around one metre tall and wiegh up to 100 kg. Their ears and

body are black and their face and neck are white. Such distinctive markings act as a

camouflage, allowing their bodies to merge into the background. People are their only

enemy, although they may be caught by Ieopards{ E‘esearch has shown that pandas are

active for about 15 hours a day. the remaining 9 hours are spent resting, when they either

sit against a supporting tree.f;nost of their active time is spent eating and, alithough

preferring vegetarian food, yeu-will-prebably-be-ver-surprised-todearn-that pandas are in
fact carnivores. L(TFNB 5 ectw n 511)5&, &ne spawg )

e ——

Bamboo is their staple diet. Pandas enjoy eating the whole plant. However, bamboo is very
eas
slow growing and it can take[ 10 years before a plant can prfiidj‘fw

(This is a major problem and is causing great concern to wildlife experts

or curl up on the
gromug

© UCLES 2004 5231/B 2004
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Pandas have a low rep;roductive rate and only one offspring can be reared at a time. The

breeding research base towards the Tibetan border is one of the most successful breeding

centres in the worid.

AbOUt 1'000 glant pandas 'n the W||d Stl" sur\live . They can be f°und |n thelr S m————ee e e = @

along the borders between China and Tibet.

- —

APProx 30 yeasr ago

nhak

A many animal species, including leepards-tigers;

lione-olephants-and pandas, became endangered. Bamboo forests were chopped down for
farming and firewood. However, the reduction in animal numbers was not merely caused by
the loss of the natural habitat. Roads, villages and farmland split up the remaining habitat.

Poaching therfore became easy and profitable.

© UCLES 2004 5231/B 2004
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TASK 4

Mcbﬂ:e an em/e[opz or {abel addessed &
Mrs Z Chen

Our ref DJ/hw @a_r‘ﬂ thes URGEN'[)

Mrs Z Chen

a9 Zi.z.hugu.an Rd
Beijing

China

Dr Mrs Chen

PRESENTATION To MEMBERS

With ref b your fetter receeved loday, we ate delighted
that Jou arfe able b acce'ol* our invilation b talk & our
members nexk month about your recent worh.

We shafl he pleased & ay your [ravel ex es and
we will arraﬁ!_;e aCComnfod.aiLon,ﬂ in a &cfﬁ:u for
reed, we will be happy b donale Your fee

you. As
b a u"fﬂ{fe cha.ribd. Please cOmpfelfe and. feburn the
enclosed form as soon as poss. This enables You b

tll us abouk the Lypz. accommodalion you prefer
and of aﬂy Sfm:w.d dwtzf@, needs you. ma.j ha.f/Je.f

We will arranges for a faplop compuler with
presentation aﬂgoftd{are anaf( f:t 5cre£n to be available

for 5ou! use.

© UCLES 2004 5231/B 2004
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8

We ‘&m‘g foru)a.fd. \lef:., much b meetu'zg you.

Yours sncly

Daffyd Tenhins
Membership Sec

© UCLES 2004 5231/B 2004
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TASK §

Des this n:&ce, using different forms o hasis; e
@;‘%, fqnl: stgle /SiZEjntha‘eiLHSv‘, botd, under i\eugf 3

capitalisation, el

Annuod Dinner

Socely of Nbedﬂife Presenvalion
Gro.mi. Paeo.za. Hofe@

(Dafe b be confirmed)
Proposad Menu

Cream of celery soup with cRicken
Mineslrone soup w;ﬁ crushed blach Peppes
Cream of asparagus Soup with nutng

Chef” 5P.ukaﬁt3' by of the
Brafsii mush(oomsf with dr‘rll?xed, stir fried \leget‘abfes
Pei-pah chicken braised in &jdﬁ 50y Sduce

Braised sharBs fin with shre crabmeat

Chocolate fudge cabe b with fresh cherries
dople and I vATe s
Raspburg chagsecale

Tce creams

Cheese and biscuils
Van’ety of coffees

Chrg santhemum lea

© UCLES 2004 5231/B 2004
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UNIVERSITY OF CAMBRIDGE INTERNATIONAL EXAMINATIONS

Cambridge International Diploma in Office Administration
Standard Level

TEXT PROCESSING 5231/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
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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