UNIVERSITY OF CAMBRIDGE LOCAL EXAMINATIONS SYNDICATE
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COMMERCIAL STUDIES 7101/4
PAPER 4 Word Processing
OCTOBER/NOVEMBER SESSION 2001 2 hours

Additional materials:
A4 printer paper
Cover sheet to hold answers

TIME 2 hours

INSTRUCTIONS TO CANDIDATES

Write your nhame, Centre number and candidate number in the spaces provided on the cover sheet.
Answer all questions.

Print your answers for Question 1, Question 3 and Question 4 on the separate printer paper provided,
and for Question 2 on the insert.

Start each question on a fresh sheet of A4 paper.
If you use continuous stationery, separate the sheets before handing them in.

Ensure that each sheet contains your name, Centre number and candidate number, and the number of
the question.

At the end of the examination place your answers inside the cover sheet and fasten them securely
together before handing them in. Do not include any work which is not to be marked.

If you experience any fault with your computer, tell the invigilator immediately.

INFORMATION FOR CANDIDATES

The number of marks is given in brackets [ ] at the end of each question or part question.
The insert is for use with Question 2. Two copies of this insert are enclosed.

This question paper consists of 6 printed pages, 2 blank pages and 2 inserts.
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Produce the following on plain A4 paper making all the amendments and corrections indicated.
[30]
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Use single line spacing except where instructed otherwise.
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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]

MURDOCK MYERS PLC >> % Corfre. =~ oo\

UK Division

Report — Q"\?S N TN

Report on the reactions of staff to the proposed changes in UK working hours

Az d B ONdeer 200\
as set out in Circular 2%{

Ao

o
survey In order to assesiZ;eactions +o- staff, I interviewed 10% of

'dffiéé.staff at H 0 and sent questionnaires to each UK branch.
N i

Branch Managers were asked to return completed questionnaires

stated deadline.

It would appear that most staff are in favour of the proposed

}v - changes although some have reservations about compulsory
;%?‘Jﬁ;*,,ww" late-night working one day a week.
N T T
118 Recommenda- I recommend that the Board considers enhanced pay for any
tions

late-night working and, if there are no further reservations
new

expressed by staff, considers implementing thj(@ours as from

the first week of November.

VBraonddn
Brxownwen Hughes

: o ek
Human Resources Manager ‘\5*:x' A a’“{’ —
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4  On a sheet of A4 paper, display the following table.

No ruling is required. [20]
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BLANK PAGE
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