UNIVERSITY OF CAMBRIDGE INTERNATIONAL EXAMINATIONS
Cambridge International Diploma in Office Administration
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TEXT PROCESSING 5231/A

Core Module: Practical Assessment
2005

1 hour 45 minutes
Additional Materials: Letterhead 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%4 hours

Please read the following instructions carefully.

1

2

10

11

12

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

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.

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.

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.

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.

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

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.

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.

Number second and subsequent pages of any document.
Insert today’s date on letters and memos.

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

Assemble your completed work in task order.

Every reasonable effort has been made to trace all copyright holders where the publishers (i.e. UCLES) are aware that third-party material has been
reproduced. The publishers would be pleased to hear from anyone whose rights they have unwittingly infringed.

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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TASK 1

The cheapest and most popular way to get online is with a modem that

connects and dials up the Internet through your telephone line.

You will need basic Internet access software that sets up and controls
the connection of your computer to the Internet. A service provider will

connect you to the Internet and will also offer extra services.

Choosing an Internet service provider can be a complex task. It
depends on what you want to do and how much time you plan to spend

online.

The tariff you choose will depend on how often and for how long you
wish to use the Internet. If you wish to go online for very short periods of
time, then you might prefer to pay every time you connect to the Internet.
Some providers offer a facility that enables you to pay only for the call
charges while you are connected. Others offer a monthly subscription,

with no other charges.
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TASK 2

Ffom, Jaﬁl.e. Ns
o A stff
Ref an| jet

ANNUAL CoNFERENCE

T am wrle Binm, ou_fha},'&ub s’ Annual
Conferen;e'.'hng wdll hjorﬁz ‘ogu:e during &wae;:sf weebend of
Oct. Tt wll be hedd ab the Hotel Qoga.ﬂan.d. will stact
with o dinner and dance on the Fri evening. Tt wilf end
after funch on the Sun, when parﬁcipa.nf's May wish b
redox on o river cluise before fea.wling for home.

We Wil be holding Various sessions on our iineraries for
the new season. Tt would be Vefy Mpfu.f fstaj}’ could
disscuss  with co'feegues BgForehand any New ideas theg

may have.
Tnvikotions will be sent out withiv the next few dayes.
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TASK 3

@uhﬂe dine spacing, except whefe uuhca,@

SIGHT_S_E_EING IN LONDONJ

INFORMATION SHEET 2 )

— Tnsek this paragraph 35mm from Left ma:s_@

This is the second in a series of information sheets on the attractions that London has to

offer. there are also many sporting eventts that are held in and around the city throughout
the year and these are listed in the third of this series of information sheets whieh-are
amdable-fros-ai-chamse

e

London’s attractions include a very wide range of palaces, castles, gardens, ceremonies,

parks, historic buildings and exhibitions.

CASTLES AND PALACES

castles and

London’s/ palaces is famous the world over. Buckingham Palace is the London home of the
is open b the public in August and Sept

Queen and itis-possible-to-visit-during-the-summermonthe every year. The Queen’s Gallery

is one 6f a selection of galleries which may also be visited. Ehe Tower of London is one of

teh most important medieval-pelaces in England. Alithough it is a freasure house for the

priceless Crown Jeweis ’:: fact it was once a prison.

il

Many other palaces|to the public]ane oﬁﬂand a variety of exhibitions can be seen at some

of these throughout the year. The Changing of the Guard ceremony is held at varius royal

@ the Royad Armouries

lEndon residences every day.
This po!agfaph n
St Line Spacing
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PARKS

that offer peace and quiok
There are many parks and gardens if-yeu-weulddike-{o-find-some-tranquility in a very busy

city. Hyde Park is probably the be4st known and has almost four miles of horse rides as

well as cycle and rollerblading routes.)

The Serpentine in the Park is used for boating and swimming

LONDON EYE

( The highlight for many peopa is a flight on the London Eye. This is thought to be the

world’s highest observation wheel. It provides a 30-minute ﬂight.f?is popular in the

ss when all the lights of the city can be

ard offers fantastic
panoramic Views

over London

evening and-esp

visih}tg London
;of the j‘ust bime
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TASK 4

Please type an erwefop:. or dabel marfed for
Miss Yiw Chungs attention of the address given

Our re_F J’Nljc‘:

FoR THE AtreNTioN OF Miss Yiu CHUNG

Phoenix Tnlernabional Limited

Neunq Cheux Tndustriaf B...‘M.‘ns
Kou:%oon. Bag

Hong Kong

Dear Sits

H_q&'_dgjin,lond.on.

The org of the hof in London for three of gour
employees has b.eefnﬁpassed b me. T understand that the
hcﬁdaﬂ is thedr Pri.ze, for beu.ns yous ComPcm.S:S (b,o
mﬂgngoPRe g’: the year. I am encfosing several informa.ttbn,
sheets that T hope wldl be hﬂ.ﬂpfuﬁ

With feference b your query fegarding accomodation. we
feef sufe that thé_P POIZ'CB %Mw%ttﬁ wdl be
Sahsfaf.te.rs. Tt has 93 foom which fea.ﬁ.(fe, warm cofous
schemes, windows that open, and welcome frays with
coffee, tea and minefal waler. Guesls can enjoy a
continental or English breakfast, and Light Snachs

in the evening.
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8

Full details of cosls’ and proposed. thneraries willl be

sent b you as soon as poss.

Nourss H:Eﬁ

Josie Ng
Chi.e} Troved Ogmiser
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TASK 5
Dis this menu, using different forms of ﬁ_&np"lasis - e
@gﬁ%, font style/size, alics, botd, underbining, cnpct‘aﬂsaim A

Eight Course Standard Menu
Please choose one dish fiom each course

Fried Bee Hoon.

.

fury Rt e
F:ﬁ“cﬁi%m wafi:f Drtir;?i Chubl;

Mived \Jegerahﬂes with Mushiooms
Kailan with Oysler Sauce
Cauliflower with Mixed Mushmoms
Fried Shrimp Roff

Chicken Roll Seaweed

Fried Spr'm:g Rote

Salay Chicken

Ren Mullon
Braised Beancurd

Sambal Sh}g Qo.g
Fried Sdiced Fish™ with Onion and Ginger
Sambaf 5ofm_q

Prawn Safad
Sambal Prawn with Beencurd
Dried Diced Chilli Prawn

Sago Gula Meloka with Jackfruit
Aaznd. .Teffy “ fm

Straw berry Pu[cﬁrg

4128 per person
(includes F:::jé drinfls and mixers)
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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
2005

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 8 printed pages.
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GUIDELINES TO CANDIDATES

Time Allowed: 1%4 hours

Please read the following instructions carefully.

1

2

10

11

12

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

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.

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.

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.

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.

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

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.

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.

Number second and subsequent pages of any document.
Insert today’s date on letters and memos.

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

Assemble your completed work in task order.

Every reasonable effort has been made to trace all copyright holders where the publishers (i.e. UCLES) are aware that third-party material has been
reproduced. The publishers would be pleased to hear from anyone whose rights they have unwittingly infringed.

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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TASK 1

Our hotel has several private rooms available for conferences,
receptions and private dinners. Full information can be found in our

brochure.
Free car parking is available at the front and rear of the hotel.

For your own safety, we suggest you read the fire notice in your
bedroom and make sure you know where your nearest fire exit is
located. The fire alarms are tested every Tuesday during the afternoon.
If you suffer from a disability which may prevent you from hearing the

alarm, please inform our reception staff immediately.

All guest rooms are equipped with a data port to enable Internet access.
You must of course have a telephone cable to connect your computer to
our telephone system. Plug this cable into the black connector box on
the wall near the telephone in your room. Make sure that the

transformer is plugged into the mains.
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4

TASK 2

From  Jeff Rilersen
To Al Stedf
R~ TP[113

&Qﬁ&éﬂg_ At Home

Many stoff in a fecent survey tofd us that they would
lke the opp b work at home. The Board g Dureclors’
Wl meet naxk week b discus the Possibulf.«‘.% cc-f
a.f.ﬂowhg cerfain emfiosees b word at home Cfor a
fral period. This will be an expercmant that wlll be

closely monifored. Tt is anlicipaled that six employee
wdll he selected inlbally.

Appﬁica.t'wns afe now being Sought (j’rom 5(‘6’&’ b word
ok home dor a trial period. These must be handed in
to the Personned Q{:fdce within the next wedb. Those

who afe Suces.‘tfuﬂ wUdl be no%’&i 65 e-mail.
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TASK 3

@ubfe Elhespacirg , Except whefe Lﬂ.d.Lca,tCCD

ADVANTAGES AND DISADVANTAGEQ

WORKING AT Ho@

Tnset this parag w
gom ‘Eg} margin Proba.beg that _t_“t_&g see this

The major reason people work at home is Re-dedbi-the-pessibility-of-them-
as @ way time and
werkiRg-when-thoy-wani-to-and reducing the /_cost of travelling to and from work.

However, research has shown that working at home also avoids the stresss

caused by travelling to and from work.

Research has shown that people[have little illnessﬁmorking at hon@. This may

be because they are more able to work when they wish. If they feel tired, they

may take a break or enjoy a hobby. They may prefer to take part in some form

of exercise.

to reburn

Whatever they choose to do, they are able Lto work again fully refreshed.

A major disadvantage for some home workers is that they often experience a

feeling of isolation. they are away from the office and therefore miss out on

everyday activities. One way to try to overcome this is to convene a staff

meeting at the office on a regular basis.
This Pa.ra:gra,oh n 5[:15&. *&hespac@

© UCLES 2005 5231/B

www.xtremepapers.ned



www.xtremepapers.net

6
Our company is about to undertake a pilot scheme which-will-star-next-monts

where a small number of chosen employees will be allowed to work at home. At
the end of this trial, they will be asked to complete evaluation sheets. We will
ask managers and team leaders to give us their opinion on how the trial

progressed,

whether it was successful and should be continued. They will be asked to
specify any difficulties that were encountered and whether these were resolved

satisfacterily.

If this trial proves to be a success, it may be possible for other employees to

Tt will alweys bhe newy dor
participate.[ 4 e :

emp;loyees to work in our offices but’ some workers can do their jobs equally

the majority of our

efficiently away form the office.

@1; direclors fec03nise that

© UCLES 2005 5231/B
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7
TASK 4

Please produce an envelope or fabel addressed G
Miss Angefa. Roberts

Our re(f TP/I‘M-
Miss Ansepa. Roberts MarB this URGENT
Apartment a3 (M = 7

e Rowanlree Grove
Singapofe  I37241

Dea.l" Misa QoberE
JoB OFFER

T a.cﬁnpu&dﬁe fecLIz'of %‘P yous Letter aﬁa-fgmg Jor the Posl: é
Sentor Administrator with thés co. T re_qrel' & have b r.'ntform,
you that You have been unsuccessgul on this occasion .

However T wonder f You would be inferested in joning our
panel o G.mporafg Sf'adg. I beleive gour a.bw;t& b wrle
shorthand. at 80 words por minule would be very usﬁfu.ﬁ. o
us. This panel have been et up so that, in the event of

an e ee becoming UL, we have well Lm‘e‘CP @d and
exf:.u?ef;%i‘jd, pn.op—?e w% can call on b !uig-us. T enclose a

zEEanef: that se.G out the ferms % em.PEoﬂmenE Jor H'u's
lemporary wof .

Please make an appt with my sec lo see me bg You afe
infefested. (n joining thes Pan.zﬂ.‘j

Nours 5@33

Te g Pe.te(ﬁe:l
f;isonneﬂ %&cef

© UCLES 2005 5231/B
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TASK 5

Distw_.’ this naﬂce, LLSU'g %eren.t Jorms gfefr\.‘d-la.sis; eg J
n €

centring, Jont stiylefsize, itallcs, botd, underlining, copitalisa

Castle Gym

Castle Farh
S&LSG.Pore 215719

Spo.aa-ﬂ O&fe.r
Tocw now and Save a massive 203 on our usual mzmbe.rshi,o

é’ees

As a rn.embﬂ,r # Ca_sf,ﬂe Ggm 90(1 UJOLLfC‘. be eﬂ.b:tFCCL tb -
Use cg a bright spacious 60 stabion gym with fa.r_cje open
windows over&c‘ﬁtrg the Paﬁg

Use cé’ a nuw cardéo theaﬁ’e uJ'LH'L new Cl'oss-b’a.:u“uel’sJ bLﬂEe@
steppars, joggers and fowefs

A variety o Jitness classes

Fast tan Sunbeds
Wide selection # uJei:ghE and resislance machines

Pefson,a.f pfogra_mme C(ESLSMd. Jor your Lfld.L\ILd.u.aﬂ neea(s bﬁ
ous experienced and q_ua.({ga.d. team ag (nslructors

Telephone  Walter Neo today & book an appointment
on (63) 2548417

Or call (n
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