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UNIVERSITY OF CAMBRIDGE INTERNATIONAL EXAMINATIONS
General Certificate of Education Ordinary Level

COMMERCIAL STUDIES 7101/03

Paper 3  Text Processing
October/November 2006

2 hours
Additional Materials: A4 plain paper (9 sheets)

Cover sheet to indicate typewriter or word processor used

READ THESE INSTRUCTIONS FIRST

You may use either a typewriter or a word processor for this examination.
Write your Centre number, candidate number and name in the spaces provided on the cover sheet.
Answer all questions.
Type your answers on the separate paper provided. Start each question on a fresh sheet of A4 paper.
At the end of the examination, place your answers inside the cover sheet and fasten them securely
together before handing them in.

The number of marks is given in brackets [  ] at the end of each question or part question.
Insert 1 is for use with Question 3. Two copies of this insert are enclosed.
Insert 2 is for use with Question 5(a). Two copies of this insert are enclosed. Attempt this question only if
you are using a typewriter.
You should read through the paper before answering the questions.
The businesses described in this question paper are entirely fictitious.
If you experience any fault with your typewriter or word processor, tell the invigilator immediately.

INSTRUCTIONS TO SUPERVISORS

The typed Accuracy Test (Question 1) must be attempted first and collected at the end of ten minutes.
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1 Accuracy Test

Produce the following passage in double line spacing.
You have 10 minutes for this accuracy test. At the end of this test your work will be collected and
returned to you at the end of the examination. [10]

CLEAR WATERS CONFERENCE CENTRE

Set in a park-like garden in South Pretoria, you will find yourself close to most
attractions. There is easy access to shopping malls, restaurants and theatres.
Overlooking wide avenues of purple flowering jacarandas the conference centre
provides a perfect setting for a wide range of events and meetings.

Whether you are planning meetings or conferences, we can accommodate up to
200 people. With our friendly service, Clear Waters Conference Centre is the
perfect meeting place. Our experienced hotel catering staff will help you to arrange
your next conference, meeting or social event and can design an event tailored to
your special requirements.

Equipment available includes built-in and portable video facilities, overhead
transparency projectors, data projector for Powerpoint presentations, built-in and
portable 35 mm slide projectors, projection screens in each room, printable
electronic white boards, extension cords, power boards and pointers.

For a limited period, we are offering special discounted rates for the Tiered Lecture
Theatre for events throughout June, July and August 2007.

Whether you want modern conference facilities, team-building challenges or just
want coffee served at the right time, we will do everything possible to make sure
things run smoothly.

For further information, bookings or brochures, please contact the Conference
Centre Supervisor.
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2 On a sheet of A4 plain paper, display the following for the Staff Notice Board.

Make all corrections as indicated. Do not rule the table. [20]
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3 You have received a letter from Miss Zelida Zimba of Pretoria International Sports (PTY), 23
Castle Street, Pretoria West. She wishes to book the Clear Waters Conference Centre for
personnel managers.

Using the headed paper provided, compose a letter from the details below. Use today’s date and
the reference CC/your initials. The letter will be signed by Ms Comfort Chibanda, Conference
Centre Manager.

• Thank Miss Zimba for her letter which was received yesterday (use correct date).

• Tell her that as requested in her letter, we have booked the Heritage Suite for Friday, 
20 February 2007 for approximately 20 delegates.

• Mention that a buffet lunch will be provided as requested at 1230 hours.

• Tell her that special discounted rates for the Heritage Suite are available during the months of
January and February for delegates of 20 or more.

• Ask her to let us know the number of delegates attending the conference by the end of
January.

• Point out that we can offer a variety of equipment for the day and mention that technical
assistance will be available.

• In the final paragraph say a brochure is enclosed showing details of technical equipment and
conference fees.

[30]



7

7101/03//O/N/06© UCLES 2006 [Turn over

4 (a) Produce the following memorandum on A4 plain paper.

The memo is from Personnel Manager to Departmental Managers.

Use today’s date and the subject heading HOLIDAY ROTA. [10]
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(b) Produce a copy of the programme for Personnel Managers on A4 plain paper.

Leave at least one clear line space between each time. [10]
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5 (a) FOR COMPLETION BY USERS OF TYPEWRITERS ONLY.

Use Insert 2.

If you are using a word processor, go to Question 5 (b). [20]
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(b) FOR COMPLETION BY WORD PROCESSOR OPERATORS ONLY.

If you are using a typewriter go to Question 5 (a).

Set out the following table using A4 plain paper.

Rule as indicated. [20]
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