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Answer all questions.

Question 1
Time: 30 minutes

Type the letter below on A4 paper, using fully blocked style, following all instructions. Use the following
margins: 1.5” (3.81 cm) left; 1” (2.54 cm) right; 17 (2.54 cm) top and bottom. Appropriately place the
address on the envelope provided.
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Question 2 (b)
Time: 30 minutes

Type the following two-page letter on A4 paper following all instructions. Use blocked style with the
following margins: 1.5” (3.81 cm) left, 17 (2.54 cm) right, 1 ” (2.54 cm) top and bottom.
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Question 2 (b) cont’d

. A ;
%%ﬁ”ﬁw@ﬁ%%ﬁ%m@
B e Wﬁ Wl F 2T
/{Zj;'/ alto el /Lﬁmﬁﬁwm
o MM-ﬁ%
usy : > &

e s

. - '/MLMQ/«Z‘L‘L“’yK

Total 27 marks

GO ON TO THE NEXT PAGE
01251020/F 2007




DY 1%
Question 3
Time: 30 minutes

Type the following table in double line spacing on A4 paper using margins of 1”7 (2.54 cm) left,
1”7 (2.54 cm) right. Print all gridlines and use an appropriate font size.
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Question 4
Time: 25 minutes

Type the following organizational chart on A4 paper using landscape orientation and following all
instructions. Use the following margins: 1.5” (3.81 cm) left; 1” (2.54 cm) right; 1” (2.54 cm) top and
bottom.
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