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Answer all questions.

Question 1
Time: 25 minutes

Type the reservations request form below, on A4 paper, following all instructions. Use the following
margins: 1.5 (3.81 cm) left; 1” (2.54 cm) right; 1”7 (2.54 cm) top and bottom.
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Question 2
Time: 35 minutes
Create Table 1 below, using a spreadsheet programme. Show ALL vertical lines, but show horizontal
lines ONLY where indicated. Use double line spacing throughout the document.
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Question 3

Time: 20 minutes
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Type the following document in double line spacing, using margins of 1.5” (3.81 cm) left and 1” (2.54 cm)
right.







Question 3 cont’d
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Question 4 cont’d
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(35 marks)
END OF TEST
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