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Memo paper  
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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 9 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 6
th

 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. 
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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. 

69

135

205

279

343

409

476

484

554

632

708

782

853

875

www.xtremepapers.net

www.xtremepapers.net


4

© UCLES 2005 5231/A 2005 

TASK 2

www.xtremepapers.net

www.xtremepapers.net


5

© UCLES 2005 5231/A 2005 

TASK 3

www.xtremepapers.net

www.xtremepapers.net


6

© UCLES 2005 5231/A 2005 

www.xtremepapers.net

www.xtremepapers.net


7

© UCLES 2005 5231/A 2005 

TASK 4

www.xtremepapers.net

www.xtremepapers.net


8

© UCLES 2005 5231/A 2005 

www.xtremepapers.net

www.xtremepapers.net


9

© UCLES 2005 5231/A 2005 

TASK 5

www.xtremepapers.net

www.xtremepapers.net


UNIVERSITY OF CAMBRIDGE INTERNATIONAL EXAMINATIONS 

Cambridge International Diploma in Office Administration 

Standard Level 

TEXT PROCESSING 

5231/B

Core Module:  Practical Assessment 

2005
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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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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 
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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 6
th

 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. 
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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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