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READ THESE INSTRUCTIONS FIRST

Write your Centre number, candidate number and name 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.
Two copies of the insert are enclosed.
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 Centre number, candidate number and name 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.

The number of marks is given in brackets [  ] at the end of each question or part question.
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1 Produce the following document and print a copy on A4 paper.

Use single line spacing and fully justified margins.
Make all the amendments and corrections indicated. [30]
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2 (a) Type the following paragraphs which are to be used as part of a letter to be sent in reply to an
enquiry about the hotel.

Use single line spacing.

Save this document using the file name – Standard.

Print one copy on A4 paper. [5]

Hotel Casablanca is a first-class hotel situated in a popular area close to the shops,
cinemas and restaurants and within walking distance of the harbour.

The hotel has 55 bedrooms, all with en-suite facilities, and is fully air-conditioned.
The restaurant is tastefully decorated and offers an extensive dinner menu. Room
service is also available.

(b) Recall the document saved under the file name – Standard.

You are required to add additional text to compose and produce a letter. The two paragraphs
typed in part (a) should be included in the letter, as indicated below.

The letter should be addressed to:

Mr & Mrs Bannerman, 46 Longleat Avenue, Devizes, SN16 2SB, United Kingdom.

Print one copy of the letter on the headed paper provided (Insert).

Use today’s date. [25]

The letter should contain the following information:

• Thank Mr & Mrs Bannerman for their letter of enquiry received yesterday.

• Confirm that the hotel has a double room available from Saturday 4th December to
Saturday 11th December 2004.

• At this point, the two paragraphs you typed in part (a) should be included.

• Next, tell Mr & Mrs Bannerman that you hope they will decide to book a holiday at your
hotel.

• Assure them that the staff of the hotel would do their best to make their holiday
enjoyable.

• Tell them you are enclosing a leaflet about Mauritius which may help them to plan their
holiday.

The letter will be signed by the Hotel Manager, Ms S Chong.
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3 Produce the following Memorandum paying attention to display and making all the amendments
shown.

Print one copy on A4 paper. [20]
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4 Set out the following table in double line spacing.

Underscore the columnar headings.

Print one copy on A4 paper.

No ruling is required. [20]
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