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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.
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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 Task 5: word processor operators should produce the table; users of typewriters should
complete the printed form.

10  Number second and subsequent pages of any document.

11 Insert today’s date on letters and memos.

12 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 one of these you should use.

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

14  Assemble your completed work in task order.

© UCLES 2004 5241/A 2004
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TASK 1

Before buying a horse or pony, it must be decided where it is to be kept.
The only option in a town centre might be a livery stable. Many owners
find this difficult, as they do not have the responsibility of the horse’s

care from day to day. Livery stables can also be expensive.

It may be possible to reduce costs if the stables can use the horse.
Some stable owners use a horse to allow people to pay for the chance
to ride a horse in beautiful countryside. Lessons can be expensive.
Some youngsters enjoy riding lessons and, in return, they help out at the

stables.

Many horse owners think the best option is to stable the animal near
their homes. Sometimes it is possible to stable a horse on a nearby

farm or on land belonging to a neighbour.

It is possible to keep a horse out at grass all the year round. It must be
remembered that wild horses and ponies roam over extensive areas and
an adequate amount of good grazing is essential. The proper

management of the grassland is also vital for the health of the animal.

It should also be remembered that tack must be kept clean and supple.
Sweat makes the leather very brittle but cleaning with soap containing
glycol can prevent this from happening. Stables must always be kept

clean.
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TASK 2

Memo Qa:jnish, Kapoor chom. Alex Korn
Ref Ak[jt Use the heading fost of Training Supervisor
@‘ﬁ this CoNFlDENTaAD

We have recewed Se\le(aﬂ wirtes for the above post. The eéghl:
peopﬁe T have selocted e(‘:q'intemiéfw afe fls&ipon the
altoched shwt. T hove writtin b them Suggesting ﬂleﬂ come
for an informal visit. As usual for these visils, please
arrange ﬁr cojfee and biscuils b be available on their arrival.

Ecica. Korsltens fette( included o req_w;sl: b share the Job wcth
another of the applicants. T think we should consider this.
Pe.rhn.f)s Wt w be POﬁsLer j:or ow bo fmd, out _from. the
other apPQLcml's whether thec_., wouli be inferesled Job
5|10.ri.r19?

Please contact my sec immed b make anapot as T think
i would be useful for us b disscuss the arfangements.

T have bhatn impressed with the q__uaﬂutj of those who
have ap Lm% el confident that “we wll he able

b o.PPoeris a Compefenf 7Fauur'9 SUPANLSO(‘.
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TASK 3

Double Line, spacing, except where indicated . Use {eft and r@@

marguis of '30 mm throughout

(WELCOME |

TARGET COMPUTER TRAINI@

We are delighted to welcome you to our computer training centre intarget-House—Rigeen

Lane-West-Singapere. We have been in bussiness for over 20 years and during this time
mofe imporfantty,

our students have enjoyed their studies and Lhave all gained employment at the end of

their courses. they have also been very succesful in gaining qualifications that are

recognised worldwide. Our pass rate is at present 98%.

Silver Anniversary Emphastse this PO-ngfO.P}’L

’ -
Next year we willl celebrate our silver anniversary, which means that Target Computer

Training will have been in business for 25 years.
wayeyn We porpose to announce various events which we will be arranging for our

anniversary year. All the money we raise will be donated to the Children’s Helpline

Charity. B -

Extra Accommodation

We will be employing a number of new staff. A Training Supervisor will be our mian target

and we will also have vacanceis for catering staff.

Building work is being caried out at present. The new extension should be ready at the

beginning of next year. This will acommodate several new training roomﬂ

@weﬂl os o fectiute thealfe and dinng foom )

© UCLES 2004 5241/A 2004
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Joining Your Course
’ Please ensufe you

the front cover of your course folder before starting your studiisj

have fe

pad the instructions on

ava

@;; also ensure that you sign in and out at reception every time you come in and

Eeave. We need to keep a careful record of who is in the building should a fire break out.

Tnset the seclion 35 mm fom {eft ma@@

Food and Drink

We hope you will apprechiate that no foood or drink
n the s afeas restfoom:
premises-er-Rretcan be allowed at a l There is a small ce¥ee-chop near reception. A

range of drinks, snacks and sandwiches are available from a vending machine{Next year
we will have full dining room facilites. Students from the local catering college will help to

run the dining room. A full range of(gn'nks and sandwiches’andlhot and cold foodsshould

be available at reasonable prices. More information(on the not5iceboargﬁill be displayetﬂ

@ is oufside the rest room.

nearer the time

Work Stations

[ e hope & be able &

station each time you attend. All equip;ment should be ready for use when you arrive.

place you at the same work

Please make sure you always bring your course folder with you. We have no facilities for

higsh-slandasd @

you to leave it safely in the building. EVe pride ourselves on the gead-quality- of our

equipment. If you have any questions or problems, please ask your tutor for help.

These Pafagraphs n
Singte fénespacing
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7

Recommend a Friend -
m our stlver annwersaly cefebra.twnsD

Why not reccommend a friend and help yourself at the same time? Next year,Z;/e will be

offering vouchers for special two day courses in specific subjectsD

(ese may be used |
s i pollliohig, Spreadoheclsy oo oremersevec

or advanced courses in[databases, presentations or word processing. Further details are

>5%
‘M
th

()

available at the reception desk.

Job Opportunities

Our sludenls enjoy job opps which afe not avadable at
other lraining Cenlres. Nok only do we hb(p studenls b
find jobs on complekion of their courses, but we also
opzra.fe a wo(& expef lance scherne, with the Co—opero.twn Qf
&caﬂ Sers. Tﬁis enabfes studenlé l‘b fﬂj di_ﬂ:erenf J'obs

b help decide which suils them best.

Finolly, we ho u enjoy Your [raining. I} you have an
q_woﬁeg or necz 3:9 fu{kgcrﬂdam&, ease é?mlhcl’ the ’

recep&bn, desf .
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TASK 4

f&r b Ms Annele Frost 20 Gascoine Road Kings P8
Ko

wloon Hong Kong  Our ref AK[it  Use the heading
PosT OF TRAINING SUPERNISOR

@a: & ﬂ'\lﬁERSOB‘@

Deas Ms Frost

Thank u for your Letter ashing if we have slaff
aCancies. fOur co Prov'wlﬂs ngm,futu and glelgretanb.ﬂ |
traning ok ol Lovel. There has recent(’ﬂ beea a hu:ge,

increase @ the demand for our tro.minﬂ.

As a fesult we have foumi 15 necy b recruwk o ’Fa.inéng
Supuvlsor. We are &n,oressed, with your q_ua.ﬂ:.‘ﬁcaﬁons
and. experience. We have added your name b the List of
Pm’de we would like b interview. However, we ke to
arra.rtge, an ir:ﬁ)rmal Vlbil: b ouwr omceé before Hle

inberviows.
We fun a f&x'cbfe sastzm, Qf Learning. T enclose Some

iano abouk the towrses we offer. e trainees use
worfsheels and online ltasks. Our 5_95l'en1 enables them
b worf at ther own pace and lo chioose how of ten
ij attend for t(a.u'tmg The new SufurxliSof will be
respoﬂ.ﬁslbfe for 'uﬁ'od.ucirg the chosen course b each
naw brainee. Another imporl'a.nt role will be & Provide,
hefp and. advice as and when requifed .

© UCLES 2004 5241/A 2004
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P‘eeCLSe fdephoﬂe my secretafy as soon as Posslbee.
\rs snclly

A'eo_x aﬂA.U l(or ruﬂ
Maﬂagmg Direcbor

ToP + A copies please - one for
@1&5’1 ’(a.l;)oor Pc[imi one for J}LQ
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TASK §
FOR COMPLETION BY

WORD PROCESSOR
OPERATORS ONLY

Please 4oy in the foblowing table and prink o
@ may ﬂindu:ir; f&hes ‘”% fi uﬂrg fF g‘;ﬁ w(tl;z COD

TRAINING CouRses - NEXT TERM

CouRse  DETAILS TuToR RooM
TiTLE SUBTECT

In forrna.ﬁbrL Word Trene Tan 31
Tedmofogg Pr ocessirg

Office . Shorthand  Justin 2
Administralion Heung

Rusiness Inferpusona.f Miraho 45
Studies 5hills Hachiya.

Office Office Ryja 45
Adminislration  Praclice I:ﬂo.&r

Hajfolless'ug (ofour T Casof Jein. &0

Informafion. ~ Advanced  \ishal 37
Technotogy Spreadshels  Tofani

A ounlin, Basic P '
- I Booh- geemg Klftl’a‘i’ef ®

5241/A 2004
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TASK §

FOR COMPLETION BY
USERS OF TYPEWRITERS
ONLY

(Pease complte all sectins of the atlached. form )

Miss Pitricia Hellman wishes b for the post
of full-time (atering Assistant. aﬁgﬁg {ives al'Pos
59 Salmon fard ) Kourfoon, Hon.g Vong and her
tellophone numher is 852 22680684 Her dale of
brth s 24 January 198L.

Her previous wor expesience & -

N3 b Fub-time  Studenls’ Union , The
31.§ 03 Cafe.rmg Unwversily, Kowoon,
Assistant Hong Kong

11903 b full-time  Mr and Mis P Chu,
present Nanny faradise Heighls,
Kowtoon, Hong Kong

Pa.trid relers b attend a g nberve d
wouﬁduﬂfkej b recaive &&igorgbu;gul:mtﬁ?i?cﬂ dub.

© UCLES 2004 5241/A 2004
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TASK §

FOR COMPLETION BY

USERS OF TYPEWRITERS
ONLY
NAME ettt et e e b e bt et e aeebe et e ear e b seenrebestenes
ADDRESS ...t b et b et et ntsbe e e re s
TELEPHONE NUMBER .......coiiiiiiiiieiieteeetste sttt en et ens s sas s st snenas
DATE OF BIRTH ..ottt ettt e
POST APPLIED FOR ..ottt sbe sttt ettt sttt

PREVIOUS WORK EXPERIENCE:

DATES POSITION EMPLOYER

| WISH TO RECEIVE DETAILS ABOUT THE COMPANY SOCIAL CLUB
(Please place X in appropriate box)

YES NO

| PREFER TO ATTEND A MORNING/AFTERNOON®* INTERVIEW

* Delete as appropriate

© UCLES 2004 5241/A 2004
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UNIVERSITY OF CAMBRIDGE INTERNATIONAL EXAMINATIONS
Cambridge International Diploma in Office Administration
Advanced Level

TEXT PROCESSING 5241/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

© UCLES 2004
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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

10

11

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.

Where candidates are required to produce extra copies, these may be in the form of
photocopies, extra printouts or carbon copies and candidates should be told which of these
methods they may use.

Task 5 only —

word processor operators: hand out the draft of the table only

users of typewriters: hand out copies of the printed form and the draft. You must ensure that
each candidate using a typewriter has at least two copies of the printed form for use during the
assessment.

© UCLES 2004 5241/A 2004
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UNIVERSITY OF CAMBRIDGE INTERNATIONAL EXAMINATIONS

Cambridge International Diploma in Office Administration
Advanced Level

TEXT PROCESSING 5241/B

Core Module: Practical Assessment
2004

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
‘%) International Examinations

IB04 01_5241_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 Task 5: word processor operators should produce the table; users of typewriters should
complete the printed form.

10  Number second and subsequent pages of any document.

11 Insert today’s date on letters and memos.

12 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 one of these you should use.

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

14  Assemble your completed work in task order.

© UCLES 2004 5241/B 2004
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TASK 1

For over ten years our film club has enabled people to watch movies in
complete comfort. Our private theatre is equipped with comfortable
armchairs. These have padded armrests and adjustable backs. There
is ample leg room. The front row has only four chairs to allow easy

access for the disabled.

We have a small coffee bar where people can enjoy light snacks and

drinks both before and after a film.

Reservations can be made up to a month before the screening. There is
a special booking line for this. No payment is required at the time of
booking. We do ask you to let us know as far in advance as possible if
you need to cancel. This allows those who have been unlucky in
booking seats to take up the places. We usually have long waiting lists

for seats.

Members are able to book a seat at the back of the theatre or in the front
row. We give them the choice. All they need to do is to book well in

advance.

Each member may bring a guest but seats must be booked in advance.
Some of our members like to sit in a particular area of the theatre. They

may reserve seats on a weekly basis.
In the foyer we have a suggestion box to enable members to express

their views about the films we have shown and to suggest films they

would like to see.

© UCLES 2004 5241/B 2004
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TASK 2

Memo b Lyndon Brunnhuber from Dionne Marriott
Ref OM1299 Use the heading Shylark Club

(Mark this URGENT )

We have received a huge fesponse b our recent adverbisments.
T enclose copies of these for your info. The direclors hase

been taken ggusurprlse ak thes fesponse. 'lEeH are ﬁem b

ensure that ture are no defays in dealing with
cabions for membership. They were olarmed b hear
from Vichi that we have aﬂread.g fun out of informalion

PG.C}\’S
Please ensufe that yu mabes a stock chuch gf all the

bms we wild be Sending out b new members. Tt may
be necy forgou B &i?wﬁ Vicki. T would he
gateful § you could produce a feport o o'w? Yous
feCom.ULdG«ﬁDﬂﬁ Sor the d&\l?ﬁ@ofmen(: oS. the 5% C&Lb
Please make sure this is on my desh by Wed morning.

Have You guen any fu;ther consideration fo my Proposol
for a shor cruise for s? T await wih inferest

your thoughrs on this.

© UCLES 2004 5241/B 2004
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TASK 3

—
Double fine spacing, except whete indicaled . Use Left and.
right margins of 35 mm thioughout

FLYING IN COMFORT)

SKYLARK AIRWAYS |

We are delighted that you have boooked a flight with our company, Skylark Airways. We has
been organising peoples journeys for over 20 yaers. D

(we_ hope  you wll enjoy the bime you sp.md (n our cafe
and that you have a regaxmg ho‘&d_g#.

We hope you wdll
}mdﬁl;a useful.

This pa.mgro.p\x n
single Rine spacing
and advice for you

This article includes some basic tipslbefore starting yourjoumey./A lot depends, of course,

on the length of your flight. Obviously, a bretragienal flight should be easy for your body to

cope with. A long flight of perhaps 11 or 12 hours, however, will be very much more difficult.

Travelling can place(an your mind and body‘undue stress). A litle careful planning and

pre;paration can help you to reduce this and ensure that your journey is as relaxing as
possible.

We Hofm, you wll

arrive ab gour destinalion

Ap feeling fresh and ready to enjoy

atlTa

your holiday.

© UCLES 2004 5241/B 2004
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s paragraph 40 mm from
BEFORE YOUR JOURNEY Tnset this pasageey Peft margin

The aircraft will be pressurised b an albitude of about
2,440 meltes. If you have any medical concerns ot all,
we odvise you b see your doclor before you travel.

Ik s dnporfa.nf: that gou consider Your bon's nalucal biafogico.z chock.

We-advise-mesi-sirengly-that-yeu-think-abeut-your-heeaithy To avoid the common symptoms
tuedness and appebile ab odd houss,

of sleeplessness, Lwe recommend that you get a good nights’ rest before you travel.

You should try to eat a light and sensible meal before a flight.

i uring a long flight your body is definately less active
slo wn and?
than usual. Your diges6tive system/is less able to digest large quantities of food.

DURING THE FLIGHT , !
as HIeH may ncfease yowr bod-g 5
ydration

We recommend that you drink water or fruit juice at least every hour. Tea and coffee should

be drunk in moderationfEhe aircraft will be air-conditioned and, consequently, you may find

yourself getinghe ecause of this.

The air in the aircraft will be drier than you may be used to and your contact lenses may dries

out. This may cause eye irritation.

If you wear contact lenses, we suggest you consider wearing glasses instead.
Gou.r eyes will feel fresher and less Ered.)‘/J

© UCLES 2004 5241/B 2004
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7

Sitting stilll for long periods of time should be avoided.
an-heuwr The central blood vessels in your legs can become compressed, making it more

difficult for the blood to circulate. Do'mg some ‘eighl: exercises on yous Huser
{egs wdl encourage blood b flow and will help b reduce
mascle fatigue. “Exercise con help you feel refreshed when
you osrive at your destination . |

jour body is in a comfortable posilion .

Mo_.ﬁe_ sufle

oRdition, Be
careful to ensure you turn frequently so that no body part is constricted or stretched. Try to

avoid sleeping for long periods. Short perods of sleep are highly recommendid.)

msleeping on an aircraft is impossible and they often find they arrive feeling

[rather stressed{and)very tireé. , :
Emphastse this

gentence

WHEN YOU ARRIVE

As soon as you feel able, try some light exercises or go for a brisk walk. Mary-people-think-it

You may find some light reading may hlep you to

sleep.@ may "d‘) ow lt-) &now éhal: 3%@(0% Ll: tﬂﬁeﬁ H'Le
body's bi.crfogical czoc& applox one daﬂ per bime zone Crossed
b adjust b travelding across the world.

© UCLES 2004 5241/B 2004
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TASK 4

@td b M Perte Seuwrte Strubenacher 8

CHBIA0 ZumiBon ~ Swilzerfand ~ Our ref DM[1298
Use the heading APPLICATION - SKYLARK CLUB
@wﬂz this PRINVATE

ToP + 2 copies Pfease - one for |
Lynd.on. Brunnhuber and one for the fi.&.

Dear Mr Seurre

Thank you for wour Letter and gour compleled applicabion
form gludé: u.)tizj recieved E:daﬂy We a.rep‘seﬂ_.; Pfaﬁid b
el you that your applicabion” for membership of ous
Shylark Club has ben  Succesfulf.

for security reasons, your mem.bership card will be
included “n Your information Pa,c& ond wdl be sent bg
Sepurale post within fuve worgiag day. Please contack
me i gou do not receive these ilems wihin byo (eefs

It & imporlant b 'fzeep Yous 5&310113. membership
cord handy. You will need & give yr number when
mokRi bou&hgs. We gnlie b record “the number of
miles “gou biavel so as b ensufe you (eceive the
benefils’ b which you afe entd:ﬂuf’ .

If gou are plonning a short sly en roule, please be
Su!ey bo Conlhif 303:13 ocal 9&32’}‘6 ALrwaﬂsPe
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(eservalions office for delads of our stopover bargain
Pa_c&ages, which include preferentdal lr)al’es on hotels,
car hite and afso o'eféug ho'fidays. A 5,cw.c£a.£

Leaf Lot o(.zscri.bing h‘?ese are enclosed.

Wz afe d.n,ﬂjghb.d, b welcome You 6 our exclusive
ctub.

Nouss sncﬂﬂ

Dionne Marriott

Tra.v 0(7_ Sec
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10

FOR COMPLETION BY
WORD PROCESSOR
OPERATORS ONLY

Pfease ’&eg in the o’aoujing table and print one copy.
& may include lines of rufu‘lg of 3qupwi5h. 7

THi5 MONTH'S APPOINTMENTS

HoTeL DETAILS

NAME Gy
Etienne Fasis
Confinental  Jeddah
Edefweiss  Zurich
Shasjeh Abu. Ohabi
Xontal Banghoh
Pucd Royal  Hong Kong
Grand Plaza  Kuwait

© UCLES 2004

PosiTioN NAME

l,\\:lasis tant Marsie Anclhka

anager
Manager Shonagh

Jonsson |
B Fager Sl Mo
Head Chef Al foisal
D "
ey, gl

a.na.ger
I
Qpurdliors G
Calering Yukar Li

Manag er
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TASK §

FOR COMPLETION BY
USERS OF TYPEWRITERS
ONLY

@“ﬁe complete all sections of the atfached ﬁ@

Miss Suzanna Broad is applying for membershep

of the SAylarR C(lub. She fives at 59 Fimlico
Road East, Llondon Ni15 27, Unuled Kingdom.

She ploposes b f@y

15.7-04 o }(om. r

31.7. 04 london Heathtow  Beijing via
Fran®fuct

12.9. 04 b from to

14+ 10. 04 London Heathfow Smsa.Pore via. Dubar

She wishes b inlioduce her friend: M¢ Francis Atharo,
221 Northoft Avenue, london N4 3PQ, United

Kin_gclom_.

Miss Broad's fef.zphone number (5 020 359 Gl
She would Like b receive m_formo.ﬁon, on 30@}(@9
ho&cim:,s and  afso wants detoils concerning

slopover  bargains.
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TASK 5

FOR COMPLETION BY
USERS OF TYPEWRITERS
ONLY
N A ettt e et e et neeae ettt ee e
ADDRESS ... et et fe et te et et et et ee e eee et
TELEPHONE NUMBER .......c.ooiiiiiei ettt
FLIGHT DETAILS
DATES FLIGHTS FROM DESTINATIONS

INTRODUCE A FRIEND (give full name and address)

............................................................................................................................................

INFORMATION REQUIRED ON GOLFING HOLIDAYS
(Please place X in appropriate box)

[] []

YES NO
I DO/DO NOT* WISH TO RECEIVE DETAILS CONCERNING STOPOVER BARGAINS

* Delete as appropriate

© UCLES 2004 5241/B 2004
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UNIVERSITY OF CAMBRIDGE INTERNATIONAL EXAMINATIONS
Cambridge International Diploma in Office Administration
Advanced Level

TEXT PROCESSING 5241/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

© UCLES 2004
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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

10

11

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.

Where candidates are required to produce extra copies, these may be in the form of
photocopies, extra printouts or carbon copies and candidates should be told which of these
methods they may use.

Task 5 only —

word processor operators: hand out the draft of the table only

users of typewriters: hand out copies of the printed form and the draft. You must ensure that
each candidate using a typewriter has at least two copies of the printed form for use during the
assessment.

© UCLES 2004 5241/B 2004

www.xtremepapers.ned


www.xtremepapers.net

