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Coimisiún na Scrúduithe Stáit 
State Examinations Commission 

 
JUNIOR CERTIFICATE EXAMINATION, 2014 

 
 

 
TYPEWRITING—HIGHER LEVEL 

(100 marks) 
 

Friday, 23 May, morning, 9:30–11:40 
 

 
 
GENERAL INSTRUCTIONS 
 

1. Ten minutes are allowed for reading this paper, 9:30—9:40.  No typing is to take place 
during this period. 

 
2. Answer all five questions. 

 
3. Type your examination number at the top of each sheet of your work.  Type 'M' after your 

examination number if you are using a manual typewriter. 
 

4. Read carefully the specific instructions given at the top of each question. 
 

5. Begin each answer on a new sheet of paper. 
 

6. Any form of correcting namely, eraser, paper, liquid, etc. may be used except in the accuracy 
test (question 1).  Marks will be deducted where corrections result in untidy work. 

 
7. Ensure that you enclose your accuracy test in the same envelope as your other answers. 

 
8. At the conclusion of the examination put all your work in sequence. 

 
9. Enter your examination number on the envelope provided for completed work.  Enter 'M' 

after your examination number if you have used a manual typewriter. 
 
Questions Marks 
 

1. Accuracy test (9:40—9:50)  ..........................................................................................  25 
 
2. Business letter  ...............................................................................................................  20 
 
3. Tabular statement  .........................................................................................................  25 
 
4. Display work  .................................................................................................................  15 
 
5. Form design  ..................................................................................................................  15 
 
  Total: 100 
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 _________________________________________________________________________________  
 
Question 1 ACCURACY TEST (10 minutes) 25 marks 
 _________________________________________________________________________________  
 
(a) Type the following passage. 
 

(b) Make a carbon copy of your work. 
 

(c) Use double-line spacing and leave 2.54 cm (one inch) margins on both sides of the page. 
 

(d) Hand both the typed copy and the carbon copy of your work to the superintendent at the conclusion 
of the accuracy test.  These will be returned to you at the end of the examination for inclusion in 
sequence with the rest of your answers. 

 

 Marks will be deducted if corrections are made in any form. 
 

 No additional marks will be gained by typing the passage, or portion of it, a second time. 
 

 _____________________________________________________________________________________________________________  
 

The Internet is now an integral part of everyday life for most people.  Within a short period of time, it has 

evolved from simply being a tool for accessing information and conducting communication and 

commerce to becoming a significant venue for social activity and interaction.  For many young people 

who have never known a world without the Internet, it is also a vehicle for self-expression, a source of 

entertainment, and a creativity and distribution tool unimaginable by previous generations. 

 

The Internet should be a place where young people have fun communicating with friends and learning a 

vast amount about the world around them.  While using the Internet is an integral part of a young 

person’s life and a necessary life skill, there are risks associated with it and how it is used.  Young people 

and parents should be aware of these risks and avoid or minimise their impact and help keep children’s 

online time constructive. 

 

In general, the positive impact and benefits of the Internet outweigh the risks.  However, it is still 

essential to be aware of the risks and practice critical thinking and common sense to stay safe online.  In 

considering the risks, it is important to take into account what may reach young people through the 

Internet as well as what they share over the Internet with the outside world.  Not all young people will 

encounter all of the potential hazards of the Internet but by being aware of them, families can consider 

how to respond to them before going online. 
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 _________________________________________________________________________________  
 
Question 2 BUSINESS LETTER 20 marks 
 _________________________________________________________________________________  
 

(a) Type the following business letter to Mr Raymond Tierney, Upper Rosewood Road, Kilkenny. 

(b) Correct the errors of spelling, punctuation and grammar, which this letter contains. 

(c) Use the reference MD/your own initials. 

(d) Use today’s date. 

(e) Address an envelope or envelope shape. 

(f) Leave at least 5.08 cm (two inches) at the top of the page for the letterhead. 

 _________________________________________________________________________________  
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 _________________________________________________________________________________  
 
Question 3 TABULAR STATEMENT 25 marks 
 _________________________________________________________________________________  
 

(a) Prepare the following tabular statement on A4 paper. 

(b) Display effectively in blocked or centred style. 

(c) Rule neatly in ink. 

 _________________________________________________________________________________  
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 _________________________________________________________________________________  
 
Question 4 DISPLAY WORK 15 marks 
 _________________________________________________________________________________  
 

Type and effectively display the following notice. 

 _________________________________________________________________________________  
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 _________________________________________________________________________________  
 
Question 5 FORM DESIGN 15 marks 
 _________________________________________________________________________________  
 
From the following details, draft a suitable application form. 

 _________________________________________________________________________________  
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