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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.
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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 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.
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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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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.
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TUTOR GUIDELINES

This sheet is for tutor reference only and should not be distributed to candidates.

Time Allowed: 1¾ 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.

2 Give each candidate a copy of the Instructions and the Guidelines to Candidates.

3 Task 1 – Speed Test: Allow candidates 5 minutes only to complete the Speed Test.

4 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.

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.

6 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.

7 Calculators, calendars, English and mother-tongue dictionaries, thesauruses, spell-checkers
and manufacturers’ manuals may be used during the assessment.

8 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.

9 If any symbol (including currency) is not available, please use a suitable substitute. Please
make sure UCLES is notified of any substitutions.

10 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.

11 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.
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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.

This document consists of 10 printed pages.
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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 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.
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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.
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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.
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TUTOR GUIDELINES

This sheet is for tutor reference only and should not be distributed to candidates.

Time Allowed: 1¾ 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.

2 Give each candidate a copy of the Instructions and the Guidelines to Candidates.

3 Task 1 – Speed Test: Allow candidates 5 minutes only to complete the Speed Test.

4 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.

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.

6 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.

7 Calculators, calendars, English and mother-tongue dictionaries, thesauruses, spell-checkers
and manufacturers’ manuals may be used during the assessment.

8 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.

9 If any symbol (including currency) is not available, please use a suitable substitute. Please
make sure UCLES is notified of any substitutions.

10 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.

11 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.
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