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1 Produce the following on plain A4 paper making all the amendments and corrections indicated.

Use single line spacing except where instructed otherwise. [30]
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2 A letter has been received at Head Office from a customer, Mrs L Stephens, 26 The Paddock,
Ashley Bridge, Birmingham B36 Y25.

Mrs Stephens recently visited our branch in the Riverside Shopping Centre in Birmingham. She
intended to buy some stationery, for her children to use at school, and dictionaries and other
textbooks.

She was disappointed with her visit. She did not feel there was a wide range of stationery, she
could only find large expensive dictionaries and some of the textbooks were not in stock.

Write a letter of apology and explanation to Mrs Stephens. Refer to her recent visit and apologize
for the apparent lack of choice in stationery and dictionaries.

Mention also:

The store manager has been asked to check that all items of stationery normally held in store are
on display.

A new line in pocket dictionaries has now been introduced and should be in all stores by next
week.

Explain that, whilst the stores try to keep stocks of the most common textbooks, it is not always
possible to provide for all titles demanded. Explain that staff will be pleased to order any textbooks
not in stock. Special orders are normally available within 48 hours.

Finish by saying you hope she will visit the store again shortly. Thank her for her comments which
will, you hope, enable the branch to offer a better service to customers in the future.

The letter will be signed by Paul Curran, the Customer Relations Manager.

Use the letter headed paper (Insert) to print the letter. [30]
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3 Produce the following Report on A4 paper.

Change the side headings to shoulder headings. Type these in block capitals without an underline.
[20]
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4 On a sheet of A4 paper, display the following table.

No ruling is required. [20]
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