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 READ THESE INSTRUCTIONS FIRST 
 
 Type or write your Centre number, candidate number and name on all the work you hand in. 
 Do not use staples, paper clips, highlighters, glue or correction fluid. 
 
 Read the Guidelines to Candidates carefully before attempting any of the tasks. 
 You must attempt all tasks. 
 All printouts must be submitted at the end of the assessment. 
 At the end of the examination, fasten all your work securely together. 
 The number of marks is given in brackets [ ] at the end of each question or part question. 
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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 errors within the words which have been circled. 
 
9 Insert today’s date on letters and memos. 
 
10 Please insert your name, Centre number and task number at the top right-

hand corner of each piece of work. 
 
11 Assemble your completed work in task order. 
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TASK 1 

 

You may know what body language is.  However, you may not realise 

that people are known to receive the largest part of a message that 

someone is trying to communicate by the body language being used. 

 

When you use body language you should ensure that the signals you 

give are positive.  For example, try to maintain eye contact.  This 

assures the person with whom you are communicating that you are 

sincere and listening to what is said.  If you avoid eye contact you might 

give the impression that you are not being truthful or that you have 

something to hide. 

 

One of the most positive signs that you can give is to smile. 
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 READ THESE INSTRUCTIONS FIRST 
 
 Type or write your Centre number, candidate number and name on all the work you hand in. 
 Do not use staples, paper clips, highlighters, glue or correction fluid. 
 
 Read the Guidelines to Candidates carefully before attempting any of the tasks. 
 You must attempt all tasks. 
 All printouts must be submitted at the end of the assessment. 
 At the end of the examination, fasten all your work securely together. 
 The number of marks is given in brackets [ ] at the end of each question or part question. 
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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 errors within the words which have been circled. 
 
9 Insert today’s date on letters and memos. 
 
10 Please insert your name, Centre number and task number at the top right-

hand corner of each piece of work. 
 
11 Assemble your completed work in task order. 
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TASK 1 

 
 
When taking dictation, there are some simple rules that you should 

always follow.  You should insert the date in a corner of the bottom of 

each page of your notebook.  If you are in the habit of looking through 

the pages, the right corner might enable you to see the date instantly. 

 

You should leave two or three clear lines between each separate 

passage and make a note of any instructions such as enclosures or any 

extra copies that may be required. 

 

When you have transcribed a passage, draw a line diagonally across 

each page of those notes.  You will then be able to see easily the pages 

that you still need to transcribe. 
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